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UNIT 1. WHEN YOU START LOOKING FOR A JOB

JOB HUNTING

1.1L ook at the pictures and talk about these questions:

1. Where would you start looking for a job?

2. Which of these methods would you like to use?
* job agencies / headhunters ¢ the Internet * newspapers and magazines * mailing *
networking

3. What are the advantages and disadvantages of each method?

ONLINE VACANCY

I JOB FAIR |

R 20 - 202]

1.2 Read the passage, mind the words.

role -moMmKHOCTB, BaKaHCHS to apply for - monats 3asBKy B

recruitment agencies — areHTCTBO 1Mo HaiiMy CV - pestome

experience - omeIT a cover letter - conmpoBOAUTENBHOE MTUCHMO

internship— uatepnarypa interview - cobecemoBanue

volunteering - BosoHTEPCTBO application forms - ankera

develop skills - pa3BuBats HaBbIKK Insurance -ctpaxoBaHue

insight - monnmanue trade Union - npodcoro3

job hunt - mouck paGotsr work shadowing -HactaBHHYeCTBO, HaOIIO/ICHUE
3a IPOLECCOM PabOThI



https://www.prospects.ac.uk/careers-advice/getting-a-job/recruitment-agencies
https://www.prospects.ac.uk/careers-advice/cvs-and-cover-letters/cover-letters
https://www.prospects.ac.uk/jobs-and-work-experience/work-experience-and-internships/volunteering
https://www.prospects.ac.uk/jobs-and-work-experience/work-experience-and-internships/work-shadowing

Getting a Job
Whether you're a student, a graduate or are employed and considering moving on, finding a job
takes time - so focus on these five essential steps to landing a suitable role
1. Start your job search. Do this by making good use of the following resources: careers fairs
and events, a Job service, jobs boards, local and national press, recruitment agencies, sector-
specific websites, social media, university careers and employment services.
2. Gain experience. This experience can take a number of forms, including:
. Internships - lasting anywhere from a few weeks up to 12 months, an internship is a fixed
period of work experience aimed at giving students and graduates relevant experience in their
field.

. Volunteering - if you've got the time to spare, you could give your time to develop your
skills and learn more about working as part of a team.

. Work placements - if a work placement is a compulsory element of your degree.

. Work shadowing - by observing a professional in their role for just a day or two, you'll

gain a valuable insight into what their work involves.

3. Network. You can also connect with professionals and organizations through platforms such
as LinkedIn, if you're using social media in your job hunt.

4. Make your CV. Once you've found the role you'd like to apply for, prove you're the best
candidate for the job by making your CV to the role.

You may also be asked to provide a cover letter, which acts as a more personal introduction.

5. Prepare for the interview. There are various government and private agencies that can help
you. They offer education, training and career information. In Britain there is a special service
for school-leavers, The Careers Advisory Service, which helps young people who are looking for
their first jobs. Careers Officers give practical advice on interview techniques, application forms,
letters, pay, National Insurance and Trade Unions.

1. 3Choosetherightanswer.

1.Finding a job takes..... time.

a)no

b)a lot of

2.1f you're a student tor a graduate you can look for your first job in...
a)Work placements

b) Careers Advisory Service

c) Careers fairs and events

d) Trade Union

3. The experience can include:

a) A special service for school-leavers

b) Interview

¢) Training and career information

d) Work placement

4. You can also connect with professionals and organizations through...
a)National Insurance

b)Social media

c)Educational institutions

d)Career information

5. What is the name of a special service for school leavers in Britain?
a) National Insurance.

b) The Careers Advisory Service.

¢) Fernside Engineering.

d) Getting a Job.

| It is



https://www.prospects.ac.uk/events
https://www.prospects.ac.uk/events
https://www.gov.uk/find-a-job
https://www.prospects.ac.uk/careers-advice/getting-a-job/recruitment-agencies
https://www.prospects.ac.uk/jobs-and-work-experience/work-experience-and-internships/internships
https://www.prospects.ac.uk/jobs-and-work-experience/work-experience-and-internships/volunteering
https://www.prospects.ac.uk/jobs-and-work-experience/work-experience-and-internships/work-placements
https://www.prospects.ac.uk/jobs-and-work-experience/work-experience-and-internships/work-shadowing
https://www.prospects.ac.uk/careers-advice/getting-a-job/social-media-and-job-hunting
https://www.prospects.ac.uk/careers-advice/cvs-and-cover-letters/cover-letters
https://www.prospects.ac.uk/jobs-and-work-experience/work-experience-and-internships/work-placements
https://www.prospects.ac.uk/events

6. Where do you go to find a job?
a) to School.

b) to the Job Centre.

c) tothe Trade Union.

d) to the Shop.

\ To find a job I can go ....
7. Trade Union is an organization for.........
a) People who like music.
b) People who want to work.
C) People who know a lot.
d) People who work together.

It is an organization for......

8. What can Careers Officers help you about?
a) to find a job
b) to give practical advice on interview
C) To fill in application form
d) To do housework

] They can help me .....
9. A leaflet from ......... can help you to get a job.
a) Careers Service
b) Travel Agency
C) Green peace
d) Holiday Centre
10.  If you work only in the evening, it is ....... .
a) a part-time job
b) a full-time job
11.  Youcanlook forajobin....... .

a) newspaper ad.
b) newspaper sports article (crarpst)
C) newspaper scientific article

d) Job Centre leaflet.

1.4 Tell about the best way to look for a job. What method of gaining experience would you
recommend and why?

1.5 Which factor is most important when looking for a new job? Rank the following points
in terms of importance and then discuss your reasons:

opportunities for promotion or advancement
working hours

vacation days

pension plan

interest level

salary

health and life insurance

. sick o rmaternity leave
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SKILLS AND ABILITIES

1.6 Read the passage and discuss the questions: |€\ /‘I

What skills would you need to be gainfully employed? \‘/’\\/

What kind of person would your employer want you to be? 5\,

If you lived and worked in colonial times in the United States,

how different would your skills be then, compared to today? Ateam s a group of people

Ateam s nota group o pecple

who work together.

1.7 Pay attention to the words! ~SHAON SBEK

Aptitude - npodrpurogHoCTh Pertain - kacarbcs

seek- nckathb relate - orHocHuThCS

scientific acumen - cooOpa3uTebHOCTD transfer- mepenocuthb

Comprehension BocripusiTue master - yiyqmarp

Clerical - cekperapckwuii operate — paboTaTb, YpaBIIsTh

Skills Necessary for Your Career Path

A skill is something you can do, say, or think right now. It’s what an employer expects you to
bring to the workplace to improve the overall operations of the organization.

Many industries that developed during the 1600s-1700s, such as health care, publishing,
manufacturing, construction, finance, and farming, are still with us today. And the professional
abilities, aptitudes, and values required in those industries are many of the same ones employers
seek today. For example, in the health care field then, just like today, employers looked for
professionals with scientific acumen, active listening skills, a service orientation, oral abilities,
and teamwork skills. And in the financial field then, just like today, employers looked for
economics and accounting skills, mathematical skills, clerical and administrative skills, and
deductive reasoning.

Why is it that with the passage of time and all the changes in the work world, some skills remain
unchanged (or little changed)? The answer might lie in the fact there are two main types of skills
that employers look for: hard skills and soft skills.

. Hard skills are abilities that you learn and perhaps have mastered. They are skills you
like using a computer, speaking a foreign language, or operating a machine. You might earn a
certificate, a college degree that attests to your hard-skill competencies. Obviously, because of
changes in technology, the hard skills required by industries today are vastly different from those
required centuries ago.

. Soft skills are skills that have changed very little over time. Such skills might pertain to
the way you relate to people, or the way you think, or the ways in which you behave—for
example, listening attentively, working well in groups, and speaking clearly. Soft skills are
sometimes also called “transferable skills” because you can easily transfer them from job to job
or profession to profession without much training. Indeed, if you had a time machine, you could
probably transfer your soft skills from one time period to another!

Employers want individuals who have the necessary hard and soft skills to do the job well and
adapt to changes in the workplace.

1.8 Finish the sentences.

Askillis .....

Hard skills are ...
Soft skills are ...
Tansferable skills ...

el N>




1.9 Read the extract and be ready to speak on the topic.

Skills for the 21st-century workplace

We need to develop all kinds of skills to survive in the 21st century. Some, like ICT skills and
knowledge of the digital world, are taught explicitly in schools in the UK. Here are five less
obvious ones for you to think about. These are the sorts of skills that employers may ask you
questions about in interviews, so it’s a good idea to think about how good you are in these areas.
What are your strengths and weaknesses?

Imagination. In the age of technology that we are living in now, it is no longer enough to keep on
making the same products. Employers need people who can imagine new approaches and new
ideas.

Problem solving. Employers will value workers who are able to see problems before they happen
and come up with creative solutions.

Communication skills. Workers will have to be good communicators. They will have to be able
to negotiate and discuss key issues and also write in a clear way without using too many words.

Critical analysis. Employers want workers who are able to recognize the difference between
information that can be believed and false information.

Decision making. Individual workers have a growing amount of responsibility. It is important to
be able to evaluate a situation and be confident in making a decision.

1.10 Are the sentences true or false?

. 21st-century skills are not taught in schools in the UK.

. Employers like workers to be imaginative.

. Employers want workers to think about possible problems.

. Employers like workers to be original when solving problems.

. Future workers will need to be able to write concisely.

. People communicate with each other less in the 21st century.

. Employers believe it is useful to know a lot of information about celebrities.
. Employers don’t want workers to make decisions without asking them.

OO O WN -

1.11  Check your vocabulary: gap filing

| differentiate / discuss /have/ teach / make / value / solve / develop

1. UK schools and colleges ICT skKills.

2. Employers people with ideas for new approaches.

3. Employers like workers who can problems.

4. Workers need to be able to their work with their team.
5. Workers need to their writing skills.

6. It is important that workers can between truth and lies.
7. Employees in the 21st century more responsibility.

8. Employers like their workers to decisions.

1.12 Talk about these questions:

1. Think of an object or gadget you use every day. How could it be improved? Can you
think of three improvements?


https://learnenglishteens.britishcouncil.org/skills/reading/b1-reading/skills-21st-century-workplace#check-your-vocabulary-gap-fill

2. Imagine you are organizing an end-of-term social event at school. Think of some
problems that you could face. Can you think of any solutions?
3. Think: How do people communicate with each other in the 21st century?

4. Think: Use the internet to find out three facts about a celebrity or famous figure. Can you

verify the information by checking other websites?

5. Think: Which three things could you do to (a) be healthier (b) do better at school and (c)

help others? Make a decision now to do at least one of these things.

1.13 Below there is a list of personal qualities. What jobs suit to people who have these

qualities? What qualities would suit to those who work on a railway?

Example: I think a mechanic should have an ability to work with his hands and have physical

strengths. He also needs some interest in sciences.

imagination interest in natural world

patience a good memory

tolerance a good ear for music

kindness good social skills

creativity an ability to study hard

courage an ability to work with one’s hands

quick reactions

an ability to work with one’s brain

physical strengths

an ability to express yourself clearly

interest in sciences

an ability to be a leader

interest in arts

an ability to speak in public

1.14Make sentences according to the example.

Example:

If you are computer literate you can use different types of software.

If you
are computer literate
are trilingual

you can
a) work well on your own.
b) use different types of software.

are good at mental arithmetic c) solve problems rationally.

d) be a good leader.

have a creative personality e) calculate quickly in your head.

1

2

3

4 are autonomous
5

6 have a logical mind
7

f) speak three languages.

are decisive and people accept your @) bring new ideas to the project

authority

1. 15 Match the qualities and the questions.

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

2. decisive b. Are you good at getting other people to agree with you?
3. flexible c. Are you good at making your mind up quickly?

4. organized d. Are you able to plan ahead successfully

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

6. reliable f. Are you good at coming up with imaginative solutions?

1.16Make adjectives with negative meaning. Use dis -, in-, un—.

creative, decisive, flexible, organized, persuasive, reliable
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1.17 Divide the skills according to the levels:

expert (akcnepr)

intermediate
(cpeaHuint ypoBeHb)

beginner
(HaunHatowmin)

in-depth knowledge of...

rTyOOKHEe TIO3HAHUS B...

excellent written and verbal communication skills

OTJINYHBIE
o0IIeHnst

HaBbIKK IITMCBMCHHOI'O " YCTHOI'O

ability to talk and conduct business in 2 languages

CIIOCOOHOCTh pa3roBapuBaTh M BECTH JENaHa ABYX
A3bIKaX

speaking in public

YMEHHE BbICTYIIATh NEPEN ay JUTOPUEH

solve technical problems easily

C JIETKOCTBIO PEIlal0 TEXHUUYECKHE IPOOIIEMbI

editing newsletters, letters

PEAKTHPYIO PAacChUIKH, IUChbMA

in-depth understanding of...

rryOOKOe TTOHHMaHHe

well-developed skills in...

OTJINYHO Pa3BUTHIC HABBIKU B..

with broad experience in...

C OOIIMPHBIM OMIBITOM B...

fluently read and write in English

CBOOOJTHO THINTY W YATAKO HA aHTJIIHHACKOM

keep alert to new computer hardware

CIIeKY 3a HOBHHKaMH B 00OJIACTH KOMIIBIOTEPHOTO
000pyIOBaHUS

keep abreast of new software applications

CJICKY 3a BbIXOAOM HOBBIX

MIPUIIOKEHU I

KOMIIbIOTEPHBIX

1.18 Discuss with a partner your strong and weak points.

Example:

A ‘Are you good at getting other people to agree with you?’
B ‘Yes, I'm very persuasive. I always find the strong words to prove that what I offer is good for

the company.

Strengths Weaknesses Positive Negative characteristics
characteristics

I’'m excellent at ... I’m not very good at ... I I'm... I can sometimes be ...

I’mableto ... could be better at ... I'm I tryto ... Occasionally I'm ...

I’m interested in ...
I recently managed to

reasonably good at ...
| would like to be able to

I can be a little bit ...

11




CHOOSING A CAREER

1.19 Study the words and their meanings.

Job e Any work, often done for money
e |t's my job to collec tickets.

e Work performed for money, but requiring education
and a diploma (profession of lawyer, engineer, doctor,

Profession teacher...)
e Medicine is a profession that requires years of study.

Occupation o Any professiorj what you do, qsed ins’gead qf the words
job or profession, often used in questionnaires.

e Occupation: A teacher of Math

» Type of activity, work that a person performs consistently
throughout his life.

¢ My brother has a sucsessful carrer of a pilot.

1.20Match the pictures and the definitions from Ex. 1.

2.

Lo
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1.21 Complete the sentences with the words Job, Profession, Occupation or Career. In some
sentences two options are possible.

2. His .... came to an end after a bad accident. 2. I know that Jane is unemployed and is
looking for a ... . 3. Please, write your ... in this form together with your address. 4. My father

is a train driver. It is a very interesting ... . 5. Half of the people who were interviewed had low-
paid ...s. 6. He started planning his ... long before he left school. 7. People of teaching ... are
mainly women. 8. What’s his ...? He works as a conductor. 9. I was asked to state my name,
address and ... . 10. John made a brilliant ... as a journalist. 11. My father advised me to go to a
railway ... . 12. No one wanted the ... of painting ceilings. 13. I am looking for a part-time ... .

14. Engineering ...s are in demand. 15. She is applying for the ... of a controller.

1.22  Before you read the webpageand talk about these questions:
2. What are some jobs available in the rail industry?
3. What are some qualifications that might be necessary for railroad jobs?
4. What are engineering positionsavailable in the rail industry?
5. What is the best job in railway?

WL
HIR
WE

HIRII
WE A
~{HIRIN
\‘ HIRINC

Start a rewarding career with us!

If you love trains and want to work around them, look no further! We have jobs to meet anyone’s
experience levels and interests. If you are interested in working directly with trains, you can start
off as a brakeman, switchman or fitter. These entry-level positions can lead to opportunities to
yardmaster or engine driver assistant. After working as a fitter you can move to locomotive
engineer. If you have mechanical experience, consider applying to be a mechanic.

We also have positions for welders and track laborers. Finally, if you enjoy working with people
a porter or a conductor position might be great for you.

Besides positions include train driver and network controller/dispatcher. The apprenticeships are
available. Applicants must have classroom training.

Engineering professionals are also in demand. Civil engineers and structural engineers a needed
to plot and build the line. We’ll be hiring environmental engineers to monitor conditions to
monitor conditions and software engineers to streamline our processes.

Other open positions are opened for telecommunication engineers, electrical engineers and
mechanical engineers.

This is a great time to advance your position with Metro Rail or to bring in new valued
employees. Apply or notify qualified candidates today!

13



1.23 Choose the correct answer.

What is the main purpose of the webpage?
. to give tips on applying for railroad jobs

. to list qualifications for various open positions
. to introduce new employees

. to announce employment opportunities.

1. Which of the following requires mechanical
experience?

a. mechanic

b. brakeman,

c. yardmaster

d. engine driver assistant

2. Which of the following will work outside the
construction of the new line?

a. structural engineers

b. environmental engineers

c. software engineers

d. mechanical engineers

4. What can you transfer about dispatchers?

a. They are promoted from network controller positions.
b. They have completed classroom training.

c. They are qualified to be train drivers.

d. They are involved in track construction.

1.24 Match the words with their definitions.

1 fitter a. a person who maintains rail tracks

2. mechanic b. a person who operates a train

3. conductor c. a person who makes repairs and performs maintenance by welding
4. track laborer d. a person who is responsible for the freight and people on a train

5. network controller e. a person who puts together or installs machinery, engine parts, or
other equipment.

6. welder f. is a person who builds or repairs engines or other machines

7. train driver g. an employee that manages train operations

8. mechanical h. an employee that designs, develops, builds, and tests devices,
engineer including tools, engines, and machines.

9.electrical engineer i an employee that oversees construction of railways

10. structural engineer | J. an employee that develops electrical systems

1.25 Choose which word or phrase fits best in each blank.
1. switchman/carman

a. maintains and repairs railroad cars.

b. works in the yard inspecting switches and tracks.
2. mechanic/yardmaster

a. If a train needs to be repaired, call the

b. The is in charge what is going on in the yard.
3.environmental engineer/civil engineer

a. A(n) is concerned with infrastructure.

b. A(n) is concerned with the outside world.
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3. locomotive engineer/ dispatcher
a. The train can’t leave until the releases the brake.
b. The is responsible for the operation of the locomotive, which includes controlling the
speed

1.26 Read the adverts below. What special qualities are they looking for?
Start your answer with....They are looking for someone who...
is....
can...
has...

Wanted
Fitter (Rail)
Metro Rail, Birmingham
Permanent
Benefits: Additional leave, Company pension, Gym membership
Your New Role: We have a fantastic opportunity for a Permanent Fitter - Rail to join our Central
Frameworks in Birmingham — On site working role.

The standard hours of work are 160 hrs over 4 weeks.

We want to hear from you if you have:
e Recognized engineering apprenticeship or equivalent as a minimum NVQ* level 3.
e Must be able to drive (full valid license).
e  Computer literate - Sound professional engineering and IT skills. Knowledge of the various industry
regulations.
Experience of rail on-track machine or other plant maintenance
Experience of maintenance of large plant or systems including pneumatic, hydraulic and electrical systems
Previous engineering experience and experience in railway plant
Proven experience in maintaining plant
Somebody who is happy to working nights, days, weekends and bank holidays.

To find out more take a look at our website www.amey.co.uk

* NVQ level 3 (National Vocational Qualification) -Level 3 qualifications in the UK are A level,
access to higher education diploma and advanced apprenticeship.
2.

Wanted
Maintenance Tech
HITACHI RAIL LIMITED
London EC1IN

Job details
Pay: £37,859 a year
Job type: Full-time
Shift and schedule: Night shift, Rotating shift, Day shift
Benefits: Company pension
About you:
Essential
o  Experience of working a 24/7 shift roster in a modern rolling stock maintenance depot environment.
Outstanding Safety Awareness gained in an operational railway engineering environments.
Experience of working at stabling outstations or main line station technical support.
Modern fault finding and repair techniques using pc based laptops and remote train diagnostics.
Reading electrical, pneumatic, mechanical schematics and drawings reading
Extensive experience of modern maintenance management systems (MMS) and associated reliability and
available trend analysis.
o  Experience of performing modifications and campaigns on modern rolling stock.
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Qualifications
e Served apprenticeship with mechanical, electrical disciplines
e Engineering based NVQ level 3
Behavioural
e Calm and diplomatic under pressure.
e  Excellent written and verbal communication skills
e Able to interface effectively with all levels of personnel both within and outside the company.
e Loyal, committed, confident and determined.
Desirable
o  Ability to investigate complex electrical and mechanical faults and write detailed reports.
Intermediate IT skills — typically Word, Excel, Power Point, Outlook
Train driving, Fire warden, First Aider
Powered plant and tools — bogie drop, cranes, air systems / 110v tools.
Train driving assessment and licence
Depot Protection
Working at Height, COSHH*, Manual handling, AC/DC Depot isolation
Network Rail Sentinel PTS**

Are you looking for opportunities to work on high profile rail projects and advanced technology alongside
experts from the UK, Europe and Japan? Come and join the fastest growing rail business in the world!

*COSHH - Control of Substances Hazardous to Health

**Network Rail Sentinel PTS - Personal Track Safety Card - The PTS Card or Personal Track Safety Card, enables
individuals to legally work on or nearby Network Rail train tracks. The card is issued through the Sentinel card
services by Network Rail's chosen identity card scheme called Sentinel and is valid for 5 years.

1.27Fill in the blanks in the advert with the missing words from the box.

Job/ Maintain/responsibilities/safety/ Collect/ communicate/ professional/to apply/essential/ Pay

Wanted
Trainee Train Conductor
Northern Trains Ashington

Job details
1 1 £22,331 - £29,098 a year
2 type: Full-time, Apprenticeship

Shift and schedule: Weekend availability

Benefits: Company pension, Employee discount, Free or subsidized travel

ROLE TYPE: On Site

HOURS: Rolling 35 per week

Key 3 :

- Assist passengers with boarding and exiting trains, check tickets, providing travel information, and ensure a
comfortable and safe journey.

- Enforced regulations, adhere to safety critical door procedures, conduct safety inspections, and
respond to emergencies or incidents promptly.

-5 fares, validate tickets, and ensure proper fare payment from passengers.

- Maintain 6 with Station Dispatch, Train Drivers, Dispatchers, and other crew members to ensure
seamless coordination throughout the journey.

-7 accurate records of passenger counts, ticket sales, incidents, and other information.

- Interact with passengers in a polite and 8 manner, address complaints or concerns, and strive to create
a positive and enjoyable travel experience.

About you:

- previous work experience is not 9

- effective communication

- be self-disciplined and able to work within rules and regulations
- time management skills

- a good level of numeracy and literacy

- GCSE grade D in Maths and English (or equivalent)

You must create an Indeed account before continuing to the company website 10
Apply on company site
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SUBJUNCTIVE MOOD

CocnaratenpHOE€ HAKJIOHEHHWE B AaHTJIMICKOM si3bIKe — 3T0 (opma riaroJia,
BBIpAXKAIOLas KeJIaHUe, IPEANOJI0KEHNE, COMHEHUE UM HEPEAIbHOCTh BBINIOJIHEHUS IEHCTBUS.
B pycckoM s3bIKE ATO BBIPAXKAETCsI TJIarojiaMy B MPOILIE/IIEM BPEMEHU B COUETAaHUU C YaCTULIEH
«OBI» (4TOOBI, €ciT OBl U T. II.).

CocnaraTeibHOE HAKJIOHEHME B AHIJIMICKOM SI3bIKE MOJKET CTOSTh IIOCJE IJIarojioB
MHEHUS, JKeJIaHUs, IPEATIOI0KEHUS, OLICHKU:
suggest (mpemiarars),
recommend (pekoOMeH10BaTh),
ask (mpocuts),
insist (HacTauBarsb),
advise (coBeroBars),
be important (Baxxuo),
be essential (HeoOxo0a1MO),
be desirable (>xenarenbHO) U MHOTHX IPYrHX.

B sToM ciywyae cocnararenbHOe HakJIOHEHUE oOpasyercs Kak MHOUHUTUB 0e3 yacTulsl 1o.
[Tono6HnbIe (hpa3bl XxapakTepHBI 1151 (POPMATHLHOTO CTHIISI PEUH.

It is important that every citizen have the same opportunities — Baowcro, umobwt y kaxcoo2o
epaofcdaHuHa OvLIU PABHbLE BO3MOINCHOCNIU.

Our advice is that the corporation invest in scientific research — Mwi cosemyem, umotwi
KOMNAHUA 6JI0JCULA OEHbU 6 Hay4Hvle uccne008anusl.

Oura dvice was that the corporation invest in scientific research — Mwi cosemosanu, umotwi
KOMNAHUS 810ICULA OeHbU 6 Hay4Hble ucce008anusl.

YT0o0bl MOCTABUTH COCJIATaTe/]bHOE HAKJIOHEHHE B AHIVIMIHCKOM Si3blKe B OTpPHUIIAHME,
HY’KHO 100aBUTH YyacTuny Not:

We considered it desirable that he not receive a promotion before he complete his project — Mar
NOCUUMANU  JHCENaAMENbHbIM, YMOObl OH He NOYYAl NO8bluleHUue, NOKA He 3aKOHYUM CEOl
npoexm.

B 110100HBIX KOHCTPYKIMSAX r1arosi to be takxke ctout B popme nHbHUHUTHBA O€3 YacTHIIBI tO:

It is essential that Helen be very attentive and check all the papers — Heobxooumo, umo6er Snen
Ovlia oyenv BHUMAamenvra u npoeepsia ece doxymeﬂmbl.

YnorpeOiienue Takux (GOpM cocCaraTeIbHOTO HAKIOHEHHS 3aKPENUIoch B  HEKOTOPBIX
YCTOWYUBBIX BBIPAKCHHSIX:

Heaven forbid — Boorce ynacu

Long live the King — /Ja 30pascmeyem Koponw

God save you — Xpanu eac Boe

God bless you — Brazocnosu mebs Boe

YcaosHblie npenioxenus (Conditionals)

B Takux KOHCTPYKIUSX Ui HEPEATbHBIX CHTYyalldii HACTOSIIIEr0 M OyAylIero BpEeMEHH
UCIIOJIb3yeTCS TJIaroJl B TPOIIEANieM BpeMeHH. A i rTiaroiga to be Bo Bcex mmiax
ucromib3yercs Gpopma were.

If 1 were you, | would stop smoking — Byos st na meoem mecme, st 6b1 nepecman Kypume.

Tpetuit THI YCIOBHBIX TNPEIJIOKEHHH WCIOJIB3YeTCs, 4YTOObI CKa3aTh O MPOIIEANINX
COOBITUIX:
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I would have come to the party if he’d invited me — A 6w1 npuwen na eewepunxy, eciu Ovl oH
MeHsL NPUSTLACUIL.

TunmuHOE BRIpaKEHHE COCIIAraTeNIbHOTO HAKIIOHCHHSI B aHIJIMHCKOM sI3bIKe — TJ1aros Wish
(xoteTh). OH 0003HAYALT JKETAHUE, KOTOPOE OTHOCUTCA K HEPEATbHOMY Pa3BUTHIO COOBITHI.
| wish you were here — Xomen bt 51, umo6wr moi 611 30€Ch.

Koucrpykuus «l wish / If only»

BapuaHnrtsl nepesoaa:

I wish — Kak Obr1 s X0Ted...; Ax, eciu OblI... ; Xopomio Obl...; XKaib...; Kak xkainb...; XoTh
Obl...; JIydme OBbI...;

Ifonly — Eciniu ObI TOJBKO ...

Ba:xno! Ilpu nepesone ciioBom XXAJIb, B ipeayioxkenue HyxHo 100aButh yactuity HE. Takum
o6pazom, nepeBo craHoBUTCsI OBPATHBIM.

WISH / IF OLY IIpumepsbl
Cayuyau ynorpeoJieHust
BoIpakeHue JKeTaHHs/COXAICHHUS O It is desirable that all the work be finished today.
HacTosIeM, OyaymieM (ucnons3yercs Bpems | JKematenbHo, 4TOOBI Best paboTa cerofHs Oblla 3aKOHUYEHA.
Past Simple) I wish | knew the answer.

Xorein Obl s 3HaTh OTBET.
He behaves as if he were the boss here.
Ou Bezet cebs1, OYATO OH 371eCh HA4aIbHUK

BripaskeHue skenaHust/coxaIeHus I wish | could have gone.
OTHOCHTEJIFHO MPOILIOro (MCIOMB3yeTCs I wish | could get a better job.
Bpemst Past Perfect) = If | could get a better job, it would be better. — Kak 651 Mmue

XOTEJIOCh UMETH JIYYIIYIO paboTy.
I wish (if only) | hadn’t done it.

BripaskeHue skeaHusl H3MEHUTH CHTYAIIHIO, The phone has been ringing for five minutes. | wish somebody
4be-TH00 MOBEICHIE, pa3Ipakaroiiee would answer it.

TOBOPSIIIIETO (IIPH ITOM HET HAJEKIbI Ha I wish (if only) it were summer now.

nu3Mmenenue curyarun). (Wish (if only) +

would)

BripaskeHne BEXKITUBOM HACTOSTENbHOM If only you gave up smoking. — Ax, ecitit ObI ThI GPOCHIT KYPHTb.
npock6bI, TpeGoBanus (Wish (if only) +

would)

1.30 Translate

| wish it stopped raining.

| wish you could understand me.

She wishes the exams were over.

He wishes he were strong.

He wished he hadn’t come.

He wished everybody knew about his marrige.
I wish you would take care of your cat.

I wish we had holidays now.

We wished we had asked his advice.

Mother wished they had told her about that accident before.
| wish it were not too late.

He wished he had not left the university.

| wish | were free now.

RBoo~Nooa~wdE

el el
wh ke o
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If only he came tonight!
If only it were the truth!

=
(S

w
N

Open the brackets

I wish I... (live) in a warmer country. It is so cold here.

Ifonly I... (can, have) a dog.

I wish you... (understand) the situation.

Ifonly I... (know) more about the people with whom I traveled last year.
I wish my sister... (have) real friends.

I wish I... (be) younger and more beautiful.

If only the children... (can, participate) in this competition,

I wishI... (sleep) now.

I wish I... (can, speak) English like Jane does.

10. I wish you... (stop) insulting people.

11. I wish you... (not, make) so much noise.

12. I wish people... (not, talk) in the cinema when other people watch the film.

CoNoRrLONE B

1.33 Open the brackets

1. It rained all day. If the weather (not be) so bad we(go out).

. We expect Mary to be here soon. If she (not arrive), we (phone) her.

. I sleep badly. If I (not get) enough sleep I(not get) much work done.

. We went to Paris. If we(not go) to Paris, we(not have) such a good time.

5. My brother doesn't do any work. If he(work) harder, he (pass) his exams.

6. Jane and John like each other. If he (ask) her to dance, she (say) yes.

7. This is an old computer. If you (not press) ‘Save' you (lose) your work.
8

9

1

N

. I did German at school. If I(do) English, I (get) a better job?
. There's a bus. If we (get on) that one, we(arrive) in time.
0. I can't see a bus. But even if we (catch) a bus now, we (be) late.

1.34What would you say if....Make regretting sentences.
You are not tall enough.

You live in a very cold place.

You don’t have any coffee.

You forgot the keys home.

You argued with your parents a lot when you were a child.

agrwbdE

1.35Choose a category of regret and make sentences about...
« about your appearance;
« about the place you live in;
e about your personality;
« about your behaviour in the past.
I wish | were more patient.
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UNIT 2. APORTFOLIO FOR CAREER GROWTH

APPLICATION FOR EMPLOYMENT

2.1 Look at the word cloud and find 14 words.

employment history

esume
Cv
requirements

position resume

interview “ CVCV pOSlthIl h sa'j:éfy

resume look for _Pos

ook for employment hlstory requirosentsEIOYee
- look for loee interview

Lt lIltG’I‘VlGW”“‘””

qualification

ition

position requlrementu “employee smmic employer (
employer salary qussieicition e qualification
salary =
OB, reime resume
salary position
Soreil s Experlence

Experience
look for introduce yourself

2.2  Study the meaning of the words:

apply e to apply for a job, to apply for a visa
e They advertised three jobs, and over 50 people
applied.

e My words do not apply to those who have just
arrived

to apply to
somebody

* to make an application, an application form

e An application form is a printed list of questions
that you answer to try to get a job or a place at
the university.

application

* a job applicant, a university applicant.

applica nt * Among the applicants only four people were
successful.

2.3 Match the words with their definitions.

1. experience a. quality that fits a person for some function

2. qualifications b. information about age, nationality, etc.

3. employment history c. person to whom somebody is directed

4. additional information | d. skill or knowledge that you get by doing something

5. personal details e. knowledge and skill that you get from attending a school or
university

6. reference f. unnecessary information

7. education g. accurate record of where and when you worked
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2.4 Read them and translate the application form.

APPICATION FOR EMPLOYMENT

1. Surname Brook

1. First name Florence Clare

Education and examinations London High School English and Math
Address W14

3. Date of birth 16.04.79

4. Married\single single

5. Position for which you are applying

shop assistant

6. Medical history
Give details of any permanent disability ,major illnesses, operations,
or other health problems which might affect your work.

Previous work

Leisure interests

Jogging, cycling

Applicant’s signature

Date:

2.5Tell about Florence Brook and her application.
1.The applicant’s name is ......
Her address is ......

She is applying for the jobofa .......
She doesn’t have any .........

She has a Diploma of ..........

She took exams in ......

COMPANY'S NAME

APPLICATION FOR EMPLOYMENT

Date:

She doesn’t have ........ First Name: T o
. . Street Address
1Her leisure interests are ......... " = =
Phone Number. Email Address:

Interested Position:

2.6Fill in your application for

PREVIOUS WORK EXPERIENCE 1 Dates of Employment:

Business Name:

Job Title:

employment. You can apply

Job Description:

for the job of a rail fitter, a car

conductor, a train driver, a

Reason for Leaving

train driver assistant, a

technician, etc.

PREVIOUS WORK EXPERIENCE 2 [l e i ——

Business Name: Job Title
Job Description:

Reason for Leaving

PREVIOUS WORK ExPERIENCE 3 RGN

Business Name: Job Title
Job Description:

Reason for Leaving

HAVE YOU EVER BEEN CONVICTED OF A FELONY? Yes / No

If “Yes", Please Explain Reason

1 Phone Number:

2 Phone Number.

3 Phone Number:

OFFICIAL USE ONLY




HOW TO TAILOR A CV AND A COVER LETTER

2.7 Read the text and answer the questions.

1. What information should you start your CV with?

2. What information should be included into the middle part of your CV?

3. What information should you finish your CV with?

4. What information can be included into your CV if you don’t have enough experience?
5. Should you mention your bad points or failures in your CVV?

6. Should your CV be informal or formal?

7. Should you include dates in your CV? Should you do it in chronological order?
8. Should your CV include irrelevant information?

9. Should there be any references?

10.Can you use family or friends as referees?

Writing a CV

Heading
Begin your CV with personal details including your name, address, telephone, email address
and date of birth. Some people also include their place of birth and nationality. Your CV can
also include an objective describing the type of work you are hoping to do.
Body
The middle part of your CV gives details of your work experience and education. List your
training, qualifications and work experience in reverse chronological order. If you don’t have
a lot of work experience, concentrate on your relevant free-time activities or unpaid
experience.
Conclusion
End with other relevant information and your references. For example, your special skills, free-
time activities, any experience in voluntary organizations or participations in sports. Offer
references, although it is optional to give names and addresses, people often write References
available on request.

(adapted from http://cv-writing-services.org.uk)

How to write a CV | the basics

Name + contact details f

CV profile
Introductory paragraph : Length
.;:::::::_::::::::_:::::::' Keep your CV between 1-2
| Skills section | pages to ensure busy
: nghllght most valuable skills : hlnng managers can read
|::::__::::::::::::::::::I in full

!  Work experience
List of previous jobs — can

I
1 I
: include voluntary roles : ’
_______________________ 1
y ST Tt T TS TT T T T 1
I
I

Education l Y 4
List of qualifications and |
s academic achievements 1 Format

e L ECEL e E e : * Use a simple easy-to-read font

Additional info , ,
Optional section for hobbies | Break text up with bullet points

and other activities l » Divide sections clearly with
headings and borders



http://cv-writing-services.org.uk/

2.8 Words to learn:

an objective — nienp

available on request — noctymen no 3ampocy

free-time activities — nesresbHOCTH B CBOOOIHOE BpEMsI

in reverse chronological order — B 06paTHOM XpOHOJIOTHYECKOM TTOPSIIKE
relevant activities — cooTBeTcTByrOIIas EATEILHOCTD

to include — BxirOUaTH

to list — nepeuncisTh, 1aBaTh KaKyr0-1100 HHPOPMAIHIO CITHCKOM
unpaid experience — HeorutauMBaemasi pabora

voluntary organizations — BOJIOHTepCKHE OpraHU3aI[IH

2.9 Put the words in a logical order.
Additional information, personal details, education, qualifications, references / referees,
employment history

2.10. Look at the CV below. Can you help Jane to improve her CV?
Jane Brown

Education and Qualifications

1998 —Tourism Diploma, Acton Tertiary College, London

1996 — Acton Comprehensive School, London

Employment History

1996 to 1998 — shoe shop assistant, Beta Shoes, Ealing, London

1999 to present date —cocktail waitress, Magpie Hotel, Ealing, London
1998 — Aerobics instructor, Acton Vale Youth Club, London
Additional Information

I am a member of an amateur theatre group. | have quite good computing skills.
Personal Details

Address: 131 Nelson Court, London W6, England

Date of Birth: 13/3/1982

Telephone number: (0044) 020 7946 0006

Email: janebrown@mhp.uk



mailto:janebrown@mhp.uk

2.11.Look at the example of a CV.

Christian Buchmayer

[ 555-555-5555 = hello@kickresume.com

Safe and efficient Power Plant Operator with in-depth knowledge of all aspects of

PROFILE operation and maintenance and 9 years of extensive experience. Strong ability to ensure
the plant operates within specified parameters of energy use in order to maintain the
campus utility budget. Possesses considerable independent judgment to ensure efficient
operations of a large variety of equipment in electrical and mechanical systems. Currently
looking for a Senior Power Plant Operator position in a prosperous corporation.

KEY AREAS OF EXPERTISE:

» Ability to assist with the development of new initiatives that will enhance department and
organization capabilities

« Excellent knowledge of steam turbine and diesel-powered electric generating plant
operations, maintenance requirements

« Ability to collaborate and coordinate with subordinate plant maintenance technicians,
interdepartmental technicians

» Effectively planning and allocating resources to effectively staff and accomplish work to
meet contractual obligations

« Thorough knowledge of the occupational hazards and safety precautions of power plant
operations
Power Plant Operator

EMPLOYMENT Strata Solar P
[§09/2015 - 08/2019 ) KENTUCKY, USA

HISTORY Main Responsibilities & Contributions:

« Performed plant operation in such a way that operational procedures were followed and
operating parameters, including energy use guidelines, were met.

« Managed data entry into computer control/management systems.

¢ Calculated changes necessary for fuel flow control and checked the computation and
accuracy of the log sheet data.

« Constantly recommended improvements in operating procedures.

* Assisted in the development of regional staffing plans for plant maintenance operations.

* Prepared equipment malfunction reports, made inspections and from observation,
determined whether equipment was operating properly.

« Actively participated in meetings, workshops, training, and seminars, as assigned for the
purpose of conveying and gathering information required to perform job functions.

« Assisted and participated in special projects as assigned.
High School Diploma

EDUCATION Mason High School
EJ09/2011 - 06/2015 ) MAYSVILLE, KY, USA
Stationary Engineer License

LICENSE ationary =ng
(O LANGUAGES

SKILLS English French
Native Elementary
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2.12 Create your own CV. Fill out the form.

Special Rails

Phone number, e-mail, city, country

Summary ( Profile)

Enter a brief description of your professional background. You can choose to highlight specific skills, knowledge or
industry experience.

Experience (Employment history)

Company name and location

Job title , start date +finish date

Enter details about what you did in your previous job. Start with your responsibilities, but also include the results
and achievements.

Skills

Enter 3-4 skills

Education

school and Location
Field of study, graduation date

Additional info

2.13Read the letter of application

The letter of application (also called the covering letter) can be as important as the CV in that it
often provides the first direct contact between a candidate and an employer. If this letter is not
well written and presented, it will make a poor impression.

www.railwaypeople.com

Dear Sirs,

My name is Steve and | am writing in response to your advertisement. I am looking for a job of
mechanic. | have experience of work as a mechanic in service center and appropriate education. |
decided to move to your area that is why I apply for your job. I am a reliable person and would
be a good worker for you. You may invite me for an interview at any time. Thank you for your
attention.

With respect,
Steve Mcgonagal

2.14Prepositions are very important in improving your ability to combine words and your
communicative competence. Fill in each blank in the application letter with a preposition
from the following list.

with in for at of

Dear Sir,

| am interested applying the post of Marketing Manager your company.

The vacancy was advertised in last week’s “Evening News” and I hope it is not too late to apply
the position.
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| am at present working as Assistant Marketing Manager Yorkshire Engineers, Ltd. My
duties and responsibilities include all types of administrative work, drawing up marketing plans,

product development, organizing and directing the presentation goods, working
clients and solving problems that arise.

Although | enjoy working Yorkshire Engineers and have an excellent relationship
my present employers, | feel that this stage my career | would like

more responsibility and greater scope putting into effect some of the up-to-date

ideas that are now being developed and applied marketing. | also feel that my prospects
promotion them are limited and that there would be more scope my

skills and talents if I join a larger, more dynamic company.

| have strong communication and leadership skills, | have proven experience leading

groups and working the public, all assets that are helpful marketing

management.

| enclose my resume ___ your convenience and the names of two people who are prepared to

act as my referees.

If you consider that my qualifications and experience are suitable filling in this

vacancy, | would be available interview any time.

Yours sincerely,
Robert Dean

2.15Network Rail has opened new positions of:

Conductor

Porter

Locomotive engineer
Track laborer
Mechanic

Fitter

Engine driver assistant
Station Master

Track Inspector
Engine driver assistant

Choose one of these vacancies and apply for this job, write a covering letter.




AUTOBIOGRAPHY FOR A JOB APPLICATION
2.16 How to write a short autobiography for a job application?

Answer the questions

A. When and where were you born? \

B. Current and previous jobs you have had. o

Include why you have left past jobs and if it was ” _—
aa

voluntary or involuntary.

C. Any volunteer experience
D. What are your hobbies, outside activities and : P
what type of social groups do you interact with? ) “‘.

E. Do you have any special skill sets (Bilingual, 1 o=
computer, special training, etc.)? A .
F. What internet sites do you frequently visit? % 3
G. Describe events or circumstances that have AR T _——
significantly shaped your life. A =
H. Who are the two most influential people in your

life and why?

I. Why do you want a railway career?

2.17 Write an autobiography. Follow the tips:

Decide if you will be writing in first or third person
Introduce yourself. Begin your bio by stating your first and last name. ...

State your company or brand name. ...
Explain your professional role. ...
Include professional achievements. ...
Discuss your passions and values. ...
Mention your personal interests

No ok wneE

My name is [Your Name], and | have been working in the [Industry] for [Number] years.

| have an extensive knowledge of [Skills], and I am confident that | can bring these skills to
[Company].

| graduated from [Your School] with a [Degree] and since then | have been motivated to pursue
a career that allows me to work with a team and produce amazing results.

| have worked at [Previous Job], where | was able to develop and refine my skills in [Area], as
well as gain experience in [Area].

From there, | moved to [Current Job], where | have been able to further develop my skills and
hone my expertise.

| am passionate about [Reason], and my goal is to work with a team to produce the best results. |
thrive in challenging situations and enjoy learning new skills.

I am confident that | can be an asset to [Company], and | look forward to contributing to its
success.
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INDIRECT SPEECH. SEQUENCE OF TENSES

OaHMM U3 IJIaBHBIX [IPABUII IIPH IIEPEBOJIE IPSIMOI PEUH B KOCBEHHYIO CUMTAETCS
paBUIbHOE corjlacoBaHue BpeMeH. OHO 03HAYaeT, YTO B MPUAATOYHOM MPEITIOKCHUN MbI
BCEr/la YKa3bIBacM IPE/IIISCTBYIONICE BPEMSI, 32 HCKIIFOUCHUEM OT/IC/IbHBIX CIy4aeB, yKa3aHHBIX
B Ta0IuIIE.

DirectSpeech IndirectSpeech
present simple past simple
present continuous past continuous
present perfect simple past perfect simple
present perfect continuous past perfect continuous
past simple past perfect simple
past continuous past perfect continuous
future (will) future-in-the-past (would)
past perfect past perfect (no change)
Reporting statements

B HekoTOphIX cilydasix IpHU MEepeBOJE B KOCBEHHYIO peub HYXHO HE TOJBKO J00aBUTh
cioBo that, HO Tak’ke U3MEHUTh MECTOMMEHHE. 37eCh HET KOHKPETHOTO MpaBuiia. MecToumMeHue

MCHACTCA IMPOCTO IO CMBICITY.

I’m tired,’ I said. | told them (that) | was tired.
'l love the Toy Story films,' she said. She said she loved the Toy Story films.
They said: “We’re going home.’ They told us they were going home.
It was raining all day.' He told me it had been raining all day.
‘What happened to make her so angry?’ he | He asked what had happened to make her so
asked. angry.
'l have hurt my leg He said she had hurt her leg.
He said, ‘Jane will be late.’ He said that Jane would be late.
Reporting Questions

Bomnpockl popMysupyroTCs B IPSIMOM MOPSIKE CJIOB, 8 BMECTO BOTIPOCUTEIILHOTO 3HAKa B
KOHIIE MTPEUIOKEHUS] CTABUM TOUKY.

OO6mIre BOmpoCkl B KOCBEHHOM peur BBOIATCS coro3amu if niam whether, o3Hauaronumu
«J1», a BcrioMmorarenbsHbie rinaroisl do/did omyckarores. A cienranbHbIe BOIPOCHI
UCIIOJIB3YIOTCSI BMECTE C BOIIPOCHTEIBHBIMH CIIOBAMH.

Direct speech Indirect speech

Where do they live?” You asked me where they lived

“When are you leaving?” He asked us when we were leaving.

How will they get here?” She asked me how they would get here.

“Are you ill?” We asked him if he was ill.

“Have you read the article? You asked me if | had read the article.

Will you come for the party’? She asked whether we would come for the
party.
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Reporting Orders and Requests

B npemnoxeHusx ¢ MmoBeIUTEIbHBIM HAKJIOHEHUEM OOBIYHO HCIOJIB3YETCsl TAKUE TIIaroJibl,
kak tell, order, «ask». UToOBbI mepeBecTH WX B KOCBEHHYIO PE4Yb, HY)KHO 3aMEHUTH TIJIaroj B
dbopme nHOUHUTHBA ¢ YacTHUIICH t0. YKa3aTeIbHBIC MECTOMMEHUS, HApEeUUsi BPDEMCHH M MECTa U3
MpSMOM pedyd B KOCBEHHOW 3aMEHSIOTCS APYTMMHU CJIOBaMH, HauOoJiee MOJXOSIINMH 10
CMBICITY.

“Call me back later.” You told me to call you back later.
“Have a seat.” He told me to have a seat.

“Don’t do that!” She told us not to do that.

“Could you call me back later?” You asked me to call you back later.
“Will you have a seat?” He asked me to have a seat.

“Can you not do that please?” She asked us not to do that.

I'aaroawl B reporting clause
UroObl mepenath 4blO-TO YCTHYIO pPEUb, Yallle BCEro HCIOJB3YIOTCS TIaroisl to say
u to tell. Ha pycckwuii si3b1k MBI TepeBeieM UX KaK «CKa3aTh» WM «PacCKa3aThby.
['maron to say He TpeOyeT mociie cedsi ykazaHus Ha TOTO, K KOMY ObLIM OOpaIieHsl CIoBa.
A motoMy oH OoJiee YHUBEPCAJICH U UCTIOIB3YETCS Yalle.

She said she had to do some more work. — Ona cka3ajia, 4TO eif Hy;KHO ele HeMHOI0
nopadorarh.

Ecnm )xe Ham BaxHO yKa3aTh, K KOMYy OblIa oOpaiieHa pedb, TO MOMOXET HaM B 3TOM
npemior to.
She said to me that she had to do some more work. — Ona cka3aja MHe, 4YTO eii Hy;KHO
ele HeMHOI0 nMopadoraTh.

I'maronn to tell oOsi3aTebHO CONMPOBOMKAAETCS YKa3aHHEM Ha JIMIO, K KOTOPOMY OBbLIH
O6paH_IeHI>I CJIOBA, U B JaHHOM CJIy4a€ — oe3 mnmpeaiora.
She told me she had some more work to do. — Ona cka3ajia MHe, YTO eii HY’)KHO eIle
HEMHOI'0 MOpPadoTaTh.

2.18 Choose the right form.

1. 'My dad ran a marathon at the age of 65." — She told me that her dad  a marathon at the
age of 65.
was running/ had run/ has run
2 .'I've written three pages of the report.' — He said that he  three pages of the report.
wrote/ was writing/ had written
3. 'l wasn't paying attention at the time.' — He said that he __attention at the time.
didn't pay/ hadn't been paying/ hasn't been paying
4. 'l live in the centre.! — She told me that she  in the centre, but I think she's moved.
has lived/ had lived/ lived
5. 'We're meeting Toni at 8 o'clock.' — She said that they  meeting Toni at 8 o'clock. | hope
they're having a nice time!
were meeting/ are meeting/ had been meeting
6. 'She had worked for that school for 40 years when she retired.' — He told me that she  for
that school for 40 years when she retired.
works/ was working/ had worked
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2.19 Transform the statements into Indirect Speech.

1. Tom said, ‘If I were you, I’d wear a new tie for the interview.'
2. 'We've decided to spend our holidays in Jordan," they told us.
3. Jill said, ‘T'll go to the bank tomorrow.’

4. Keith said, There is a letter for you on the table.’

5. 'They delivered the letters this morning,' she said.

6. He said, ‘Don’t forget to type the letter to Mr Brown.’

7. Jane said, 'l haven't finished my homework yet.'

8. 'My mother is coming to visit us,’ | said.

9. She told me, "You must leave early tomorrow.’

10. She said to him, ‘Send the report just now, please.’

2.20 Make the questions indirect. Start with ‘My friend asked...’, ‘I wanted to know...’,
‘ He wondered...’

1. Do you know him?

2. Did he really say that?

3. Does it always rain in England?

4. Did they buy that house?

5. Does that mean what I think it means?

6. Did you start learning English a year ago?
7. What did she say to you?

8. When are you going on holiday?

9. What is your favourite food?

10. Have you got some free time?

11. Was he at home when you went to visit?
12. Where did you buy that?

13. Where is your house?

14. Will you get a new job?

15. Have you found an apartment?

16. When are they working?

17. Why did you leave?

2.21You have to interview someone for a job in your company. Choose the correct indirect
guestions that you'll ask from the options below.
1:
(A) Could you tell us what you studied at university?
(B) Could you tell us what did you study at university?
2:
(A) Can you tell me how long you have been working in sales?
(B) Can you tell me how long have you been working in sales?
3:
(A) Could you tell me why you want this job?
(B) Could you tell me why do you want this job?
4:
(A) Can you tell us how long were you with your last company?
(B) Can you tell us how long you were with your last company?
5:
(A) Would you mind telling me why did you leave your previous job?
(B) Would you mind telling me why you left your previous job?
6:
(A) And finally, can you tell us what salary you expect?
(B) And finally, can you tell us what salary do you expect?
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2.22 Make the imperatives indirect

. “Sit down, Mary.” (he told)

. “Would you pass my suitcase?” (he asked)

. “Don’t go near the sea, children.” (the children’s mother warned)
. “Don’t be late, Tim.” (Tim’s father told)

. “Be quiet, children.” (the librarian told) 10

. “Have your tickets ready, please.” (the inspector told us)

AN BN W —

2.23 Make the imperatives indirect. Start with ‘She/ He asked/ advised/ordered...’

Research the company or organization.
Be familiar with its products and goals.
Think about what you want to say in the interview.
Imagine the kind of questions you might be asked, and rehearse a few answers.
Prepare questions of your own.
Dress conservatively and in a business-like fashion.
Make sure your personal grooming (such as fingernails and hair) is up to scratch.
Arrive on time.
9. Try to be polite, positive and friendly to everyone you meet during the job interview.
10.  Don’t use slang or swear words.
11.  Display positive body language - such as good posture, firm handshake, and relaxed
smile and make eye contact.
12.  Don’t say anything negative about previous employers.
13.  Let the interviewer take the lead.
14.  Don’t try to control the conversation.
15.  Avoid talking about salary and employee benefits too early.

NGk wWNE

2.24 Fill in the gaps in the sentences with Reported Speech

had never been would mustn't walk could had washed might was hungry
might was reading should eat had already arrived would like

"I am hungry.” — He said that he

"I have never been to London." — He said that he to London.
"I should eat a lot of fruit." — He said that he a lot of fruit.

"I washed the car." — He said that he the car.

"You mustn't walk on the grass." — He said that | on the grass.
"I can dance." — He said that he dance.

"I will call you." — He said that he call me.

"I am reading the book." — He said that he the book.

"It might rain." — He said that it rain.

"It may rain." — He said that it rain.

"The plane had already arrived." — He said that the plane.

"I would like a glass of milk." — He said that he a glass of milk.
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UNIT 3.JOB INTERVIEW
HOW TO PREPARE FOR AN INTERVIEW

3.1Discuss what is shown in the picture?

1.Who are the people in the picture?

2. What are they doing?

3. Can you explain the employer’s words below the picture?

4. Do you think it’s OK when employers look at their employees’ pages on the Internet?
5. Would you like your boss to look at your webpage? Why? / Why not?

...50 I looked your webpage... of...
... There’s no way you're getting this job!

3.2 Fill in the sentences with appropriate words.

Additional information, employment history, experience, nationality, personal details,
reference, qualification

1. Please let me know if there is that might clear this up for me.

2. Tell us a little about your own in running a cafe.

3. She’s American, but her parents are of Japanese

4. Your includes all the companies you have worked for, your job titles, the dates of

employment and salary earned at each of your jobs.

5. Include into your CV who can support you.

6. We respect your privacy and our privacy policy ensures that your  are kept
confidential.

7. Review the job requirements and check you have the necessary :

3.3 CooTHecHTE CJIOBA C HX onpeacJeHUus MU UJIH CHHOHUMaAMM:

1. look for a. to do what you say

2. don’t mind b. to be able to do

3. to be good at c. to have no objections

4. reliable d. to seek

5. to cope with e. to think of

3 to make up one’s mind f. totry

4 to give it a go 0. to deal successfully with difficult situation
5 to have in mind h. to decide
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3.4 Fill in the right preposition to, at, in, with. Make sentences with these word combinations:

1. to be good ... 2. to be able ... 3. to be better ... 4. to be interested ... 5. to cope

3.5. Match English and Russian. Act out the dialogue.

1) S mamen Hy)xHoe MHe 00bsiBieHHUe B razere. | A) When is the interview?

2) U kro tam Tpedyercs? B) What about conditions of work? Does
everything suit you?

3) OnbITHBIN NPOBOJHUK. JTO KakK pa3 Jist C) I don’t know. I haven’t sent a cover letter

MeHs. Y MeHs yke 2 JIeT CTaxa. and CV yet. | am going to do it today

4) A ycrnoBusi paboThl T€0sl yCTparBarOT? D) | have found the adv. | needed today.

5)B 00BsBIICHUH HET HU CJIOBA O Tpaduke E) Good luck.

paboTHI, HO 3aTO OHU MPEIOCTABIISIOT KUJIBE.
A 3TO 119 MEHS caMoO€ TJIaBHOE.

6) Korna unTepBbio? F) What profession is in demand?

7) He 3Haro. Sl emie He OTIIpaBuII G) An experienced conductor. It is just for me. |
CONPOBOIUTENBHOE TIUCHMO H PE3IOME. have 2 years of experience as a conductor.
CeroiHst coOMparoCh 3TO ClIENATh.

8) Ymaun H) Not a word in the advertisement about work

schedule. But accommodation is available if
required. And it’s great for me!

3.6 Read the advice below. Tick (V) the points in your list that are mentioned.

HOW TO GET THAT JOB!
Before the interview
(1 Find out as much as you can about the company.
Think about questions which the interviewer might
ask you. Plan how to answer them.
(1 Dress smartly.

[J Don’t be late. If you are very early, have a
coffee in a local cafe and look at your notes.

[0 Switch off your mobile and take two or three
slow, deep breaths before you go in.

During the interview

1 When you walk in, shake hands firmly with the
interviewer, look them in the eyes, and say
‘Pleased to meet you’.

(1 Answer the questions in a confident, firm voice.
Don’t speak too quietly, too quickly or be too
hesitant.

(1 Answers should not be one word or one
sentence, but also should not be too long.

(1 When answering questions, maintain eye contact with the interviewer. If there is more than
one interviewer, give them equal attention.

[J Give clear, direct answers to questions. If you don’t know something, say so.

[0 Don’t lie.
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[J At the end of the interview, you might be asked: ‘Are there any questions that you would like
to ask us?’ Make sure you have one or two good questions ready.

1 Above all, be positive and show enthusiasm for the job.

After the interview

(1 If you didn’t answer a question well in the interview, don’t be afraid to phone up soon
afterwards and say something like: ‘I don't think I explained myself very well in the interview.
What I wanted to say was ...” This will show enthusiasm and it will remind them of you.

3.7 Read the text. Make sentences about yourself.

Useful Phrases to Smash Your Job Interviews in English
And if you are wondering how to ace a job interview, there are phrases that you can use to help
you do just that.
To help you succeed with your interview, we have prepared this list of useful phrases and
expressions that you might find helpful the next time you face an interviewer.
Talking about your PERSONALITY
Hard-working, Honest, Proactive, Dependable, Resilient, Persistent, Resourceful
Talking about your STRENGTHS
Organized, Teamwork, Energetic, Problem-Solver, Critical Thinker, Analytical Skills,
Dedicated, Patient, Determined, Leadership Skills
Talking about your WEAKNESSES
Being unfamiliar with ...
People pleaser
Too critical of myself
Too detail-focused
Procrastinate, Lack Confidence, Multitasker, Impatient, Lack Experience, Perfectionist,
Disorganized, Competitive
Talking about your EXPERIENCE
| studied at ...
| have a master’s degree in ...
| completed a course on ...
| graduated from ... in ...
| worked asa/an ... for ...
| have ... years’ experience in ...
Talking about your FUTURE
| would be a perfect candidate for this job because ...
| believe that I can grow both personally and professionally at your company because...
| believe your company plays a big part in this industry.
| trust that I could be an asset in your company because ...
I’m thrilled about this opportunity because ...
| always look for ways to develop my skills and I trust that 1 would be able to do so at your
company.
The reason | would like to work here is ...
| will be delighted to work for your company because ...
The things that I can contribute to your company are...

3.8. Read the extract from job interview. Pay attention on the words in Bold.

Interviewer:

'From looking at your CV, it seems that you studied at the University of Birmingham. Can you
tell me a little about what you studied?'
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Candidate:

'‘No problem. I studied there for 4 years. | did English Language as my undergraduate degree. |
enjoyed it very much and my high final grade demonstrates that. But it was an academic degree.
So in order to improve my job prospects, when | graduated | did a master's in Business
Organization, which was very vocational. As part of my master's, | did a work placement in the
human resources department of MacDonald’s during the winter term, which lasted about 3
months. It was a very rewarding experience. All the courses in the master's were very practical
or vocational, like for example courses on employment law and business administration. In fact,
my thesis was on employment law in the retail sector. | enjoyed everything about the master's
and | got a very high final grade. After that, | decided that | didn't want to do a PHD, | wanted to
start my career and use what I'd learnt in the real world'

Interviewer:

‘Excellent and what about at school?"

Candidate:

I studied at Skipton Secondary School in Yorkshire. | passed all my A-levels with high grades.
In addition, | did a lot of extracurricular activities like being secretary of the drama club, a very
rewarding and enjoyable experience.’'

3.9 Read and translate the dialogues, then act them out.
1.

— Excuse me, may | come in?

— Yes, of course. Sit down. So, what’s your
name?

— My name is James Smith.

— How old are you?

— l'am 21 years old.

— Well, James, where did you work before?

— I worked as a cashier in McDonald’s.

— Are you quit yourself or somebody fired you?
— | quit myself. The work distracted me.

— Okay. So you haven't got experience in selling
cars.

— That’s right.

— You must understand that we need skilled
workers.

— It seems to me, that | won't get this job. But, |
think that there is a good candidate for this place!
— Who are you talking about?

— My father knows the machines well. Moreover, he has a lot of free time!
— Okay, how old is your father?

-He is 47.

— Hmm ... I think we’ll call you back later.

— Okay. Be sure to call. Here is his number: 89625531275.

— | need to write down his name and surname.

— Oh sure. His name is George Brown.

— Thank you so much.

— Thank you.

— Have a nice day!

— Bye!

— Bye!
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— Hello Anna.

— Hello.

— You are applying for an editorial job.

— Yes.

— You have a wonderful resume. Tell me more
about your work in the newspaper.

— | started working as a freelance reporter. For the
year | grew up to be an assistant editor. My
specialization is economic news, interviews with
key persons of companies.

— This is exactly what we need. Do you know the
conditions that we offer?

— Yes, | read it on the site.

— Are you satisfied with everything?

— Yes, but | would like to have a more flexible
schedule.

— Good. If everyone is happy with everything, then congratulations, you are accepted, bring the
documents to the personnel department. Welcome to the team.

3.10 Imagine you are being interviewed by a careers officer. Complete the conversation.

Careers officer: Please take a seat

You:
Careers officer: So, what’s your name?
You:
Careers officer: How old are you?
You:
Careers office: What school did you finish?
You:
Careers officer: What qualifications did you get?
You:
Careers officer: where did you work before?
You:
Careers officer: What did that involve?
You :
Careers officer: What are your strengths? Why should | hire you?
You:
Careers officer: Now, do you mind working overtime?
You:
Careers officer: Why do you think you’d like doing this job?
You:
Careers officer: Where do you see yourself in five years?
You:
Careers officer: Thank you. It’s been good talking to you. Thanks for coming to the
interview.
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3.11 Read the text and talk about these questions:

) ?
1. Why isan Al a help for those who look for a job? -
2. What kind of things can a job application bot do for you? S
3. What are the advantages in using Lazy Apply? l _ , ‘ |
4. Have you ever used An Al bot? s .
5. Would you recommend to job-seekers an application bot?

An Al bot to apply for jobs - Lazy Apply

Are you looking to make your job search process easier and faster by using bots to apply
for jobs? If so, you’re in luck! Lazy Apply is an innovative job application bot that makes
applying for jobs easier and more efficient.

With Lazy Apply, you can quickly and easily fill out job applications and submit them to
employers in just a few clicks. Lazy Apply simplifies the job search process for job seekers and
employers.

Lazy Apply offers a job application bot for several job boards like LinkedIn, Indeed, and
Zip recruiter all under one single dashboard.

Using a bot to apply for jobs will save you time. Instead of manually searching and
applying for jobs, you can use a bot to quickly identify job postings that are a good fit for you
and apply to them automatically.

Bots are able to look through job postings and filter out those that don't meet your
qualifications, so you don't have to waste your time on applications that won't be successful.

You can choose, the skills for which you want jobs, the location of the job, and the total
number of jobs you want to apply for in one session. You can filter jobs based on their location,
salary, Date of the job posting, Experience level, Industry, Job title, and Remote/Onsite. You can
apply for 1000's jobs in a single click.

It can also help you keep track of your applications and follow up with employers.
Additionally, it can help you customize your cover letter and resume for each job you apply to,
ensuring that you stand out from the competition.

You can automatically answer questions asked by recruiters with the help of Lazy Apply
Al. Job seekers can also store information such as resumes, cover letters, and job descriptions,
allowing them to quickly and easily access them when needed. With its automated templates,
intuitive interface, and career guidance, it is the perfect tool for finding and applying to the right
job openings at the right time.

3.12 Express the main idea of the text. Use some of these prompts.
The article deals with ...

As the title implies the article describes ...

It is known that... It should be noted about...

The fact that ... is stressed.

It is spoken in detail about...

It is reported that ...

The text gives valuable information on...

Much attention is given to... t is shown that...

The paper looks at recent research dealing with. ..

The main idea of the article is...

It gives a detailed analysis of...

It draws our attention to... It is stressed that...

The article is of great help to ...

The article is of interest to ... ..... is/are noted, examined, discussed in detail, stressed, reported,
considered.
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MAKING PHONE CALLS WHEN SEARCHING A JOB

3.12 Read the text and say why making phone calls to the employer “just in case” can
be useful if you look for job?

Phone calls to the employer “just in case” are the most effective way to get an invitation
to an interview. We can often achieve either an interview or an offer of a new employment
option. The phone approach can be flexible - even if the position is already filled, you can ask
about other opportunities. You have a good chance to offer yourself in a profitable way. Before
you call, carefully prepare what you want to say. When calling just in case, the employer does
not expect a call from you, and you have the opportunity to take the initiative into your own
hands and conduct the conversation yourself. Remember, the purpose of your call is to interest
the employer and make him want to meet with you. Your aim is to interest the employer, to
make him want to meet you, to get an invitation to this meeting.

3.13 Read and translate the dialogues

A.
Receptionist: “Good morning. Rail Transport Company’’
Applicant: “Hello, tell me, who can I contact regarding employment at your company?
Reception: ” Mr. John Smith”
Applicant: “Thank you, can I talk to Mr. Smith?

B.

Receptionist: “Good morning. Rail Transport Company.”

Applicant: “My name...Can I talk to Mr. Smith from the HR department?”’

Receptionist: “He’s not there. Can | take a message?”

Applicant: “Thank you, but I need to talk to Mr. Smith. Can you tell me when he will be back? 1
would call later"”

Receptionist: You can call at two o’clock.”

Applicant: “Thank you. I'll definitely call. Goodbye."

C.
Applicant: “Good afternoon, Mr. Smith. My name is...I worked as a track-relaying machines
operator for several years, most of the time at the Track Machine plant. I would like to meet with
you in case you have any openings in the near future.
Mr Smith: “Sorry, we have no vacancies.”
Applicant: “I understand, but maybe in a few weeks something will appear. I would still like to
talk to you. Can | meet you tomorrow?
Mr Smith: “Well, maybe you’re right. Can you come tomorrow at three o'clock in the
afternoon?"
Applicant: “Yes, thank you.”
Mr Smith: “Okay. Till tomorrow".

D.

Receptionist: “Good morning. Rail Transport Company.”

Applicant: “Good morning. My name is.....Can I contact John Smith from the HR department?
Receptionist: “Yes, I’'m connecting.”

Mr Smith: “John Smith, HR department.”

Applicant: “Good morning, Mr. Smith. I'm a first class Rail-Track Laying equipment operator;
I've been working for ten years. | would like to talk to you to see if you have any work for me in
the future. | was responsible for laying and maintaining railroad track for railroad companies..”
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John Smith: “Right now we have no vacancies. Although, perhaps, Ken White will leave soon...
and there is a lot of work. Maybe we should meet. What did you say your name is.”
Applicant: “My name is .... I can come at any convenient time.”

John Smith: “Okay, can you come tomorrow at ten in the morning?”

Applicant: “Excellent. Where should I come?
John Smith: “In the reception area in front of the warehouse they will explain to you where my

office is.”

Applicant: “Thank you, Mr. Smith. I'll be with you in the morning, at ten sharp. Goodbye"

3. 14 Make your dialogues according to the model. Use the phrases in boxes. Then act out

your dialogues.

Applicant:

- Hello, tell me, who can |
contact...?

- My name...Can | talk
to...?

- Can you tell me when...?
- lworked as a ...

- 1 would like to talk to you

‘\./i/here should I...?

\Thank you...

~

/Receptionist:

- Good morning ...
- ....Can | take a message?

- You can call at ...

~

/

émployer:

- ... HR department.
- Sorry, we have...
- Can you come ... at...?

- What did you say your
name is?

- In the reception area...

-

/




IMPERATIVE MOOD

Kor):[a HaM HYXXHO [JaTb KOMaHAYy, OTAAThb IIPHUKA3, OaTb COBCT HJIM HNPCHAOCTCPCIKCHHC,
IIOMMPOCHUTHL O qéM-TO HUJIH IpCAJIOKUTD I-ITO'HI/I6y,I:U) u T.A., Mbl JOJDKHBI HCIIOJIB30BaTh OCO6YIO
CXEMY IMPEUIOKEHHS.

HauunaeTcs Takoe MpeioXKeHHe ¢ Ilarojia, Kak Mbl BUIUM €ro B ciioBape (6e3 yacTuipl tO u
0e3 oxonuanwuii) — let, come, find u T.x1.

Come in! — Boiiau(te)!

Answer! — OrtBeuaii(te)!

Give me the book! — Tlonaii(te) MHE 3Ty KHHTY!

Go and bring it back! — TToitnu(te) u npunecu(Te) 3T0 0OpaTHO!

Beware of the dog! — OcrtoposkHo, 3mast cobaka! (OykB.: Octeperaiitrecs cobaxu!)

Ecnu xoTHTe 3By4aTh BEXKIIMBO, JOOABIIANTE B HaUasle WK KOHIIE TpeyioxkeHus please.
Read it aloud, please. — TIpouTwr(Te) 3TO BCIyX, MOKAIyHCTA.
Please, sit down. — Tloxanyiicra, caaurecs.

Bo ¢pazax Tuna gaiite / mo3BosaibTe MHe / Ham / emy / el + TIJaroJi UCIOJIb3yeTCs
riaron let (mo3BosisiTh).

Let me think. — Jlaii(Te) MHe o yMaTh.

Let me help you. — IMo3Bosib(Te) MHE TOMOYB BaM / Tebe.

Let's (= let us) come there together. — JlaBaii(te) moiiaém Tymaa BMecTe.

Let's start our work. — JlaBaii(te) Hauném Harry paboTy.

Let him do what he wants. — ITo3BoJb eMy J1e/1aTh, 4TO OH XOYET.

Let her buy the shoes. — ITycts ona kymut 311 Tydian. (ITo3Bosb(Te) €it KynmuTh 3TH

Tyn).

OtpuunarenbHas gpopma

Korma MBI XOTHMM 3ampeTuTh 4TO-TO, JMOO Halra Mpochk0a HAYMHACTCS C YacTHIILI He (He
3a0y1p), cTaBuM niepe riarosom don't (do not).

Do not use phones. — He momns3yiiTech TenehoHaMH.

Do not feed the animals! — JKuBoTHBIX HEe KOPMHTH !

Don't open the windows! — He otkpsiBaiiTe okHa!

Please don't be angry with her. — IToxanyiicTa, He cepauch Ha Heg.

Don't let your children watch horror films. — He mo3BousisiiTe CBOUM IETSIM CMOTPETH

(bUITBEMBI y)KaCOB.

Ynorpebdaenue you

Ecnu mepes riarosiomM moctaBuTh YOU (TbI, BbI), TO MpOCh0a WM MPUKa3 MPHOOPETYT OTTEHOK
pasapaxeHusl.

You stop talking! — A ny-ka, mpekparute 601TaTh!

You come here! — Dii b1, uau crogal

You leave me alone! — Cunymait, Tb1, 0OCTaBb MEHS B TIOKOE!

You do it right now! — Cnuenaii xe 310 mpsiMo ceiivac!

Ycuniennas ¢gopma
Ecnu Hy)XHO yCHJIHTB POCKOY MITH MPHKa3, TIepe]] riaroioM ctaButcs do.
Do come at seven o'clock! — O6s3aTeIbHO MPUXOANUTE B CEMb YacOB!
Do wake up! — Jla mpocsimnaiicst xe Tbi!
Do forgive me, please! — Ilpocture xe MeHs, oxanyicra!
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3.15 Open the brackets.

1.
2.
3.
4
5.
6.
7.
8.
9.
1

0.

with the fish. It's food. (not to play)

Please the instructions for filing bug reports. (to read)

_____your our hair from your face. (to brush)
_____upstairs to get on the docket. (to go)

Iate or I'll start without you. (not to be)

, I'm not done with you. (to sit down)

___like that. (not to talk)

the bin, John. (to empty)

in dirty water. (not to swim)
_____your homework before you watch TV. (to do).

3.16 Translate:

OO0 IO DNk~ WK

. He 3akpriBaiiTe OKkHa.

. [To30BHUTE HOCWIIBIIIMKA, MTOKATYHCTA.
. [loitgemTe nOMOI.

. He cepaurech Ha MeHS.

. [Ipounraiite 3Ty CcTaThHIO.

. ITokaxxyute MHE 3TH JOKYMEHTHI.

. ITycTh OH moWAeT Tyaa OJuH.

. [lycth oHa cienaeT 3Ty paboTy cama.
. [TycTh OHM IOJOKIYT MEHS BHU3Y.

10. ITycTh OH HE XOJIUT TyAa CETOJHSI BEUEPOM.
11. ITycTh OHM HE KAYT MEHSI.

3.17 Make opposite sentences

16.

Research the company or organization.
Be familiar with its products and goals.
Think about what you want to say in the interview.
Imagine the kind of questions you might be asked, and rehearse a few answers.
Prepare questions of your own.
Dress conservatively and in a business-like fashion.
Make sure your personal grooming (such as fingernails and hair) is up to scratch.
Arrive on time.
Try to be polite, positive and friendly to everyone you meet during the job interview.
Don’t use slang or swear words.
Display positive body language - such as good posture, firm handshake, and relaxed

smile and make eye contact.

17.
18.
19.
20.

Don’t say anything negative about previous employers.

Let the interviewer take the lead.

Don’t try to control the conversation.

Avoid talking about salary and employee benefits too early.
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TEST
. Translate from Russian into English.
. BAKaHCHS
. HAHUMAaTh Ha paboTy
. cobecesioBaHKE / UHTEPBBIO ¢ paboToaareneM
. HaBbIKHU MCXKJIMYHOCTHOI'O 06HI€HI/I$I
. cBOOOTHOE BJIaJICHHUE S3BIKOM
. YBOJIBHATH
. PeKOMeH 1anus
. OTJIEJT KaJpOB
. IOJIyYUTh POABMKEHUE IO CIIyXO0e
10. yctpauBatbcsi Ha paboTy
11. paboTtaTh B KOMaH e
12. nmeperoBopsl
13. oOyuarorue Kypchl
14. ynpaBnsaTh nepcoHanoM
15. TpynontoOuBbIit

O 0 I DNk W~

2. Translate from English into Russian.
1. to draw up a shortlist
2. responsibilities

3. competitive salary
4. to seek / to look for
5. graduate

6. managerial skills
7. work placement

8. relocation assistance
9. sales-related bonus
10. to fill in a position
11. overseas allowances
12. academic degree

13. sales executes

14. proactive

15. motivated

3. Fill the gaps with the correct phrase from the box.

communicate well / the 21% century/ good at making decisions/ analyze information / age of technology/
problem solving

We are living in . Some people call it the . We need to learn skills such as

and we need to be able to with other people around the world. Employers are looking for
people who can well, people who are able to recognize whether information is reliable or
not. They also like people who are without asking for help.

Choose the correct word.

1. You need to have good qualifications / references to get that job - they will want high
grades.

2. If you’re looking / applying for a job, think carefully about what sort of work you're
interested in before you read any adverts.

3. We 'll send out yourcontract/ certificate once we’ve agreed on your pay.
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4. Your qualifications/ references are very good, Miss Smith. Everyone wrote good things
about you.

5. Please enclose / fill in the health record form in the envelope provided.

6. When you look / apply for a job, it's important to be interested- make your letter sound
enthusiastic.

7. Don't forget that body language is as important in an application /interviews what you say.
8. I've paid to have mycontract / certificate sent to me after the course.

9. Please enclose/ fill in the health record form and bring it with you.

10. In your application / interview remember to write something about your personal interests.

5 Fill in the gaps in the text below.

To apply for, to short-list, skills, application form, to fill out, cover letter , to follow, to
proofread, candidates, blank.

When you (1) the job, you are usually asked to leave the 2)
as well as your resume (GB curriculum vitae or CV) and a (3) . Companies
like to have standardized forms containing information about (4) . This makes
comparison simpler and also makes it easier for a company to (5) candidates for the
interview. It is very important that you write down all your abilities and (6) in the
spaces provided. Remember, this is employer’s first impression of you so it is very important
that you (7) the form accurately. Read the form very carefully and answer each
question honestly. Show the employers that you are able to (8) instructions. Do not
leave any sections (9) . It is necessary to (10) your application before you
turn it in.

6 Match the verbs on the left with the nouns on the right. More than one may be correct.

1. pass a. employment
2. find b. wages
3.earn c. areference
4. provide d. a job

5. pay e. training

6. apply for f. an exam
7.offer g. money
8.look for h.a salary

7 Put the lines into the right order to make a dialogue.
6.1

Good morning, sir

My name is Tom Brown.

What sort of job do you want to do?

Good morning.

Why have you decided to apply our company?

I’d like to work as a manager.

What is your name?

.| saw an advertisement in the newspaper and | know your company has a good

reputation.

6.2

1. What do you do?

2. Not much. Just about twenty a week.

ONoa~wWNE
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3. It’s a flexi-time. | hate nine-to-five jobs.

4. What does your job involve?

5. What’s your salary?

6. I’'m a window dresser

7. What is your job working hour system?
8

. I’'m responsible for the shops interior design.

8 Complete the dialogue. Put the sentences of the right column in correct order.

1 Come in, come in. It’s Mr. Chandler, isn’t it?

a) Yes, of course.

2 How do you do? Please take a seat.

b) No, I’'m not. ...not yet.

3 Well, I have got your application form here. I
just want to check the information... Is that all
right.

¢) Thank you very much.

4 Now, you are 31, aren’t you?

d) Yes, I did. I finished them seven years ago.

5 ...and you aren’t married, are you?

e) That’ right. How do you do?

6 You went to secondary school and technical
college, didn’t you?

f) Yes, [ am

7 You didn’t go to the university, did you?

g) No, I started work when I was 20.

Choose the right form. (Conditional 1)

If I (were, had been) you I shouldn't do it.

If they (took, had taken ) a taxi they wouldn't have missed the train.
If you (followed, had followed) my advice you would have bought it.
If I (Know, knew, will know) her better I should turn to her for help.

If she (marries, married, will marry him she would be happy.
If I knew English well, I (shall, will, should) take this job.
If he were rich he( shall, will, would) buy a car.

9
1
2
3
3.
4 If the weather ( is, was, were) fine you would not stay at home.
5
6
7
8

If she asked me | (shall, will, should) help her.

9. Choose the right form. (Conditional I1)
1) If I... money | shall buy the book.

a) have
b) shall have
2) If we get the tickets, we ... on Monday.
a) leave
b) shall leave
3) When the delegation ... you will have to work with them.
a) arrives
b) will arrive
1) If I... you, L should choose the profession of an engineer.
a) am
b) was
c) were
2) If he were in Moscow he ... us.
a) will visit
b) would visit
C) would have visited
3) If I... Chinese I should go to China.
a) know
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b) knew
C) had known

10. Choose the right form. (Conditional I11)

1) If | had had time I... the translation.
a) should finish
b) should have finished
2) If you had taken my address you ... my house easily.
a) would find
b) would have found
3) If he ... at the concert he would have enjoyed it.
a) had been
b) were
4) If we ... that present she would have liked it.
a) had bought
b) bought

11. Match the parts to make correct sentences.

1.

1) If she knows English well

2) If she knew English well

3) If she had know English well

a) she could help you.
b) she can help you.
c) she could have helped you.

2.

1) 1 wish

2) We suggested

3) If I had known it earlier
4) If they were with us

a) | would have given you a call.

b) they would help us solve the problem.
c¢) | had not missed the train.

d) they should be invited to the party.

3.

1) | asked if a) where he is now.

2) She says b) they were away on holiday.

3) | wonder c) what time she would be here.

4) Did you ask her d) his car had been repaired.

5) He told us e) she has been invited to the party.

12. Choose the right translation of the sentence.

1. Let me explain them everything.

a) [Iyctb oHM MHE BCe OOBSCHST.
b) PazpemmTe MHE UM BCe OOBICHUTD.
¢) JlaBaiiTe s UM Bce 0OBSICHIO.

2. She said that she couldn't understand him.

a) OHa ckazana, 4To He TOHSJIA €ro.
b) OHa ckazana, 4TO MOXKET OBITh TIONMET €ro.
¢) OHa ckazana, 4To He TOHUMAET €ro.

3. I wish | were a millionaire!

a) Kak Obl MHE XOT€IIOCH CTaTh MHJUTHOHEPOM !
b) 1 xenaro cTaTh MUIUTHOHEPOM !
¢) MHe xouercs 04yTHTHCS Cpeld MHJUTMOHEPOB!
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13. Choose the right translation of the sentence.

1) I wish | had money.

a) Ecnu 6v1 y mens mozoa ovlau ¢ coboli
oenveu!

2) If I had money.

b) Ecnu y mensi 6yoym Oenveu.

3) If | have money.

¢) Kanv, umo y mens nem oenee.

4) If 1 had had money with me.

d)A npeonazar écecoa umemn ¢ cob0ll OeHbU.

5) 1 suggest you should always have money
with you.

e) XKanw, umo y mens ne 6wi.10 ¢ codoou
oenez.

6) | wish I had had money with me.

d) Ecnu 6v1 y mens 6viiu Oenveu.

14. Choose the right form.

1) | suggest that you ... the film.
a) saw
b) will see
C) should see
2) It's necessary that everybody ... the meeting.
a) attended
b) will attend
C) should attend
1) I wish he ... with us now.
a) was
b) were
C) had been
2) | wish she... at the theatre yesterday.
a) was
b) were
C) had been
3) I wish we... it before.
a) knew
b) had known

15. Which sentences are correct?

My tutor asked me had I finished my report.

| asked some people on the street where the hotel was.
My mother called me and asked me where | am.

They said whether they could start the next day.

He asked his friend to pick him up at the airport.
Their neighbour asked them don't make noise.

She told she wanted to take up a new hobby.

NoookrwbdPE

21. Read the text, choose true statements
Why Hitachi Rail?

At Hitachi Rail you will find a passionate and collaborative environment. We operate according
to our values of Harmony, Sincerity and Pioneering Spirit. As such, we work closely as a team
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and empower our colleagues to take ownership and become creative in our pursuit of excellence.
We take pride in the contribution we make to society and we always act with integrity and
fairness towards our customers, suppliers and colleagues.

We offer a competitive salary and annual leave entitlement as well as a generous benefits
package. This includes a pension scheme with contributions up to 9%, health insurance, and
many more perks for you to choose from within a flexible plan that will meet your specific needs
and lifestyle.

If you like the sound of the above and feel energized by the idea of joining a great brand at a
moment of exciting expansion, please apply now. We look forward to hearing from you!

How to work on the railways?

To apply for a job, simply complete an application and submit your CV online. Instructions on
how to apply will be on the vacancy. To enable us to discover your potential, you may be asked
to complete an assessment, which can consist of either a self-assessment, verbal, numerical or
psychometric test.

At Hitachi Rail you will find a good team.

Hitachi Rail cannot offer good benefits.

To apply for a job you should go to a recruiting centre.

To apply for a job at Hitachi Rail you need to take different tests.

PoNE

22.  Put the lines of the dialogue in order

1. Given the opportunity to pursue further study/training, which area would you choose?

2. | am responsible for marshalling trains, shunting, and ground crew support for drivers, and
servicing locomotives.

3. I was looking for a change, my career was limited and | have always been interested in trains.
4. 1 would like to learn to become a locomotive driver.

5. What are your responsibilities?

6. What led you to choosing a career in Transport and Logistics?
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