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UNIT I
JOBS

Objectives:
1. Studying the language reference
2. Practice the language reference
3. Reading, translating and discussing the topic ‘Jobs’
	WE LEARN


Task I. Study the Language reference.
1 a job, work – работа
A job is work that you do for money.
Work is what you do in a job.
to work, to have a job (to have got a job), to do a job, to be in work, to be employed – работать
not to work, not to have a job, to be out of work, to be unemployed – не работать
to work in + place or general area of work (a shop, an office, a bank, commerce, advertising, etc.) 
to work with a person or item 
to work for + name of company
to work on a project
to work as (a teacher)

to get to work – добираться до работы
to start work at - начинать работу в 
to finish work at – заканчивать работу в
to leave work at – уходить с работы в (to leave work for home - уходить с работы домой в)
2 a part-time job – почасовая работа; неполный рабочий день (неделя, месяц)
a full-time job - полный рабочий день (неделя, месяц)

a permanent job – постоянная работа
a temporary job – временная работа
to have a part-time job = to work part-time - работать неполный рабочий день(неделю, месяц)

to have a temporary job = to be temping = to be a temp (informal) – иметь временную работу
3 What are you? = What do you do? = What are you doing? = What is your job? – Чем вы занимаетесь? (Кем вы работаете?)

Task II. Practise using the Language reference.
1. The idea ‘Мой папа работает.’ can be expressed in English in different ways.

a) My father works. b) My father has a job. (My father has got a job). c) My father does a job. d) My father is in work. e) My father is employed.

2. Translate the sentence ‘Моя мама не работает.’ into English.
3. Make up your own sentences using the Language reference.

4. Work in pairs. Ask and answer questions using the Language reference.
Example: -What are you? –I am a student. – Do you work? – No, I don’t. (Yes, I have a part-time job.)
5. Read and translate the text.

You can be a manager, a sales manager, a lawyer, a banker, a cook, an accountant or an economist. You can have a part-time job or a full-time job. It means you can work part-time or full-time. You can have a permanent job or a temporary job. You can have a part-time permanent job. You can have a part-time temporary job. You can have a full-time permanent job. You can have a full-time temporary job. When you have a temporary job you can say ‘I am temping’ or ‘I am a temp’. You can be asked 'What do you do?' The answer can be 'I'm a marketing manager for an IT company.' 

You can be out of work for some days, weeks, months or years but then you work full-time or part-time again.

You must get to work in time. You must start work in time. You leave work or finish work when you may do it.
Task III. Test it.
1. Circle the correct option.

a)   Julian is accountant / an accountant. He works for a big company.
b) I'm thinking of getting a new work / job. 

c) Nick has always worked in / for marketing. 

d) We generally arrive / get to work at about 8.00 a.m. 

e) We're working with / on a new advert at the moment. 

f) Peter Davidson works as / like a financial advisor. 

g) I'd like a half-/part-time job really. 
h) 'How/What do you do?' 'I'm the manager of a small company.' 
i) I usually end/finish work at half past six. 
j) I've got a six-month contract so it's only a permanent/temporary job. 
k) Do you enjoy working with/for numbers?
2. Circle the correct option, A or B.
a) What do you do?
A  I'm fine, thanks.
B  I'm a personal trainer. 
b) What's your job?
A  I work like a personal trainer.
B  I work as a personal trainer. 
c) Do you work full-time?
A  Yes, only two days a week.
B  Yes, about 40 hours a week on average. 
d) What sort of job are you looking for?
A  I'd like to work in Sales.
B  I'd like to work for Sales. 
3. Find and correct four mistakes in the sentences.

a) Joe hasn't got a job. He's been out work for six months now.
b) Maria gets to work at nine.
c) Ed works in Microsoft.
d) James works for banking. 
e) Do you enjoy working like a sales rep?
f) I'm working on a very exciting project at the moment.
Task IV. Study the Language reference.
1 a career – трудовая деятельность; жизненный путь; профессия
A career is a job or occupation that you do for a long time. 
A career is a series of jobs that you do for a long time in the same area of work.
2 to start work (at the beginning of your working life) – начать работать
3 to look for a job – искать работу
to search the job websites on the net – искать работу в интернете
to look at websites on the net - искать работу в интернете
to register with an employment agency – зарегистрироваться на бирже труда
job-hunting - поиск работы
to apply for a job – подавать заявление; устраиваться на работу
application – заявление
application form - бланк заявления 

a letter of application – заявление о приеме на работу
4 a CV (curriculum vitae [kә΄rikjulәm ΄vi:tai] (BrE) = resume [΄rezju:mei] (AmE) = summary - резюме
5 an interview (for a job) – собеседование при приёме на работу
to go to an interview – ходить на собеседование
to be interviewed - проходить собеседование
interviewee [͵intәvju:΄i:] = candidate – проходящий собеседование
interviewer[΄intә͵vju:ә] - проводящий собеседование
to compete – конкурировать
competitor – конкурент, соперник

competition - конкуренция
6 an employer – работодатель

an employee – служащий, работник

to employ - нанимать на работу
7 pay - зарплата
a wage – зарплата (за часы, дни, неделю)
a salary - зарплата (за месяц, год)
to be promoted to – получить повышение
duty - обязанность
to be in charge of = to be responsible for – отвечать за, руководить
to be responsible to - подчиняться
8 to resign from a job – увольнять, увольняться с работы
to resign from a job = to leave a job - увольняться с работы
to resign = to fire = to sack = to give a sack – увольнять
to be dismissed = to be fired = to be sacked = to get the sack – быть уволенным
to be made redundant - быть сокращенным
to retire – выходить на пенсию
to be retired – быть на пенсии, быть пенсионером
Task V. Practise using the Language reference.
1. Read and translate the sentences.

I started my career in retail as a sales assistant, but now I own a shop.
He started his career as a lawyer then became a novelist.
He applied for a job with Investment Bank. 
He was interviewed by two directors.

I've applied for a job as a secretary with a salary of £20,000 a year.
We get our wages on Friday afternoon.
A wage is usually paid weekly for a job that needs physical strength or skill, for example a builder's job or a job in a factory.
A salary is usually paid monthly, especially to professional employees or people working in an office.
'I've just been made redundant.' 'Well, at least you weren't fired.'
He was promoted to the general manager.
2. Read and translate the text.
CV (a curriculum vitae or resume) is a summary of your experience and qualifications. The employer quickly sees your education, training and background. Like the letter of application, the resume (CV or summary) should make the employer interested in you. It is essential if you are applying for a new job or for promotion within your company, or even to register as a delegate at a conference. Some information might be given in your CV, some in your letter of application, and perhaps some on a Supplementary Information Sheet (giving information relevant to the particular job you are applying for).
3. Read and translate the checklist (инструкция). 
A CV (Resume, Summary)
1.  Study the job and learn everything about the job requirements.
2.  State your career interest.
3.  Summarize your education. List degrees you have received and the institutions you have attended.
4.  Summarize your work experience. Give the name and location of the company, give your duties, state the aspects of your job which are important for the position you are applying for.
5.  List your education and experience in reverse chronological order, that is begin to list with the most recent. 
6.  ‘References’ refers to people who will give a recommendation of your character and ability. Always get an individual permission before you use him or her as a reference.
7.  Use sentence fragments in a CV. Use the verbs of action and limit the use of personal pronouns and articles.
8.  If you have had many different kinds of jobs, focus on the skills you have but not on the job history. List your work experience under the headings – ‘Administration’, ‘Technical Skills’, etc. 

9.  Type your CV. Limit yourself to one page. Do not use abbreviations. 
10.  Make up a list of words you use in a letter of application and a CV.
Remember you will need the words later to speak on the topic or complete the papers to get a job.
4. Read and translate the text.
A letter of application
Remember this letter is the first direct contact between a candidate and an employer. The letter should be well written and presented. It usually has 3 paragraphs in which you should:
- state your wish to apply and say what you have learned about the job, 

say why you are interested in the position and relate your interests to those of the company;
- show how you can help the company with your skills and experience;
- indicate your wish to attend an interview (and possibly state when you would be free to attend).
Thus, to write the letter well you should use the checklist.
1. Remember your goal to get a personal interview.
2. Study the job description or an advertisement carefully. Find out as much as you can about the company and the employer.
3. Focus on your reader. Write to a person, not to a company.
4. Use the first paragraph to state the job and to express your interest in it. Use a positive, confident tone.
5. Use the second paragraph to describe your experience, qualification and present situation. 
6. Finish by asking for an interview. Give the details necessary for the employer to contact you easily. 
7. Check your letter carefully.

5. Study the sample of resume.

	CURRICULUM VITAE

	Name:
	John Phillip Hunt

	Address:
	24 Mulberry Rd
Brixton
LONDON SW14 SHU

	Telephone:
	0181-592284; mobile 07905339242

	Email:
	jpJ-iunt@compuserve.com

	Nationality:
	British

	Date of birth:
	22 May 1983

	Marital Status:
	Single

	Education/Qualifications:

2006-2007
2002-2006

1995-2002
	University of Bristol: MSc in Management

King's College, London: BA (hons.) Russian and German, class 2:1
Burford Community College, Oxford Rd, Burford, Oxon.
9 GCSEs (English, Mathematics, Physics, History, Technology, German, Russian, French, Music)
4 A levels: German (A), Russian (B), History (B), English (C)

	Work Experience:

September 2004-June 2005
July-August 2003
March 2001
June 1999
	10 months working in Personnel Department of the Max-Plank-Institut fur Informatik in Saarbrucken, Germany
6 weeks teaching English to foreign students at Swan School of English, Oxford
1 week's 'shadowing' experience to Assistant Marketing Manager, EAA Technology (Environmental Energy), Didcot
2 weeks’ work experience at Marks and Spencer, Oxford

	Skills:

	Computer literate; clean driving licence

	Referees:
	Dr Michael Edwards {Arts Faculty) 
King's College 

London EC12 4HR
Dr Elaine Grigson 

(Management Research Centre) 

University of Bristol 

Bristol BS81TH


6. Study the sample of a replying to a job advertisement.
Dear Mr. Fenton

I am writing with regard to your advertisement for part-time shop assistants, as advertised in 'The Bedford Times' yesterday. I would like to apply for one of the positions, and I would be grateful if you could answer some questions I have about the job.
I am a seventeen-year-old student at Bedford Comprehensive School, where I am currently studying for my A levels. I consider myself to be reliable and honest, and very hard-working.
Although I have never worked in a shop before, I have assisted in my uncle's restaurant, so I have experience of serving customers and dealing with money.
I wonder if you could tell me on which days I would be expected to work. Unfortunately, I am only available in the evenings and at weekends because of my studies. I would also be grateful if you wish me to attend an interview, or to provide references, please do not hesitate to let me know.
I look forward to hearing from you.
Yours sincerely
Angela Watkins
Task VI. Test it.
1. Circle the correct option.
a   After two years, he was promoted / removed to chief executive.
b   After school, she got a career / a job as a waitress for six months.
c   The factory workers get their wages / salary every Friday.
d   My dad had a long and successful job / career as a lawyer.
e   Julie has a part-time / half-time job because she has children to look after.
f   Jack was made redundant / unemployed after twenty years.
g   Sally started working in 1965 and retired / finished in 2005.
h   His yearly salary / wage is about 40,000 euros.
i   Bill got the sack / bag because he was dishonest.
j   The company treats its employers / employees very well.
2. Match a-f to 1-6.
a    When did you retire?                  1    I was promoted last month. 
b    What do you do?                        2    I was unemployed for a year. 
c    How much do you earn?             3    On my 65th birthday. 
d    Are you doing well at work?      4    I was made redundant. 
e    Why did you leave?                    5    I'm a car salesman. 
f     Have you ever been out              6    My salary's about £20,000 a year. 
of work?                                            
3. Choose the correct option, A or B.
a    Neil got .................... for stealing the boss's wallet.
A   promoted                             B   the sack
b   I was .................... because the company closed the department.
A   made redundant                 B   interviewed 
c    Sam retired last month after a very successful .................... as a heart surgeon.
A    job                                       B   career
d   Bill has a .................... job working forty hours a week in a hospital.
A   full-time                                B   part-time
e   I'm going to apply.................... a job as a circus clown. 
A   to                                          B   for
f   Most people in the UK .................... when they're 65.
A   finish                                    B   retire
g   Susie works .................... sales and marketing, doesn't she?
A   for                                         B   in
h    I resigned .................... my job mainly because I was bored.
A   from                                      B   with
i    If you're out of...................., life can be hard.
A   employment                        B   work
j   Dave works ……………….. Pizza Palace as a waiter.
A   in                                           B   for
4. Complete the sentences with a suitable word.
a   If you get a better job in the same company, you're ........................
b   A job that only takes part of the week is a ................................job.
c   People who employ you are called ..................................................
d   The money you get in a year is your................................................
e   If you have a job, you are ................................................................
f   Shell is one of the largest oil ....................................... in the world.
	WE READ & TALK


Task I 
1. Read and translate the text about a woman’s career to answer the question ‘What was Pam Mc Allister?’
Pam Johnson: It's Never Too Late
Pam Mc Allister Johnson made history as the first black woman publisher of a leading white daily newspaper.
Johnson was taught to have a ‘very, very strong self-concept’ (самооценка). She believed that she could be anything and do anything she wanted to. She worked as a reporter and radio and television interviewer / announcer (ведущий новостных программ). She taught at the College. Knowing that journalism was the area she wanted to be involved in, she left her teaching position and began working as a general executive ([ig΄zekjutiv] генеральный директор) at the Bridgewater New Jorsey, Courier-News courier ([΄kuәriә] курьер). Johnson soon moved up the ladder to the position of assistant to the publisher of the Ithaca ([΄iθәkә] Итака, город штата Нью-Йорк) Journal and then became its publisher. Pam considers herself a real go–getter (предприимчивый делец). 
People who know her say that Pam Johnson is a highly motivated, intelligent person with a gift for understanding and working with people. She is a well-organized, high energy person. Even at home, her philosophy is much the same. She and her husband try to encourage ([in΄kʌriʤ] – поощрять) their two children ‘to learn everything you can and think positively’.

2. Read the text again and answer the following questions:
a) What kind of person was Pam Mc Allister?

b) What was her motto ([΄mͻtәu] – девиз)?

c) Why was she a success to achieve her career objectives?
Task II 

1. Read and translate the email.
Hi Jane
I just wanted to let you know that I have a new job - I'm now a designer for Futures Design. It feels good to be in work again, as I was getting fed up of being unemployed. The company produces furniture for hotels and bars around the world. I spend most of my time working on ideas for a chain of bars in London. At the moment, I'm in charge of developing some interesting but comfortable chairs! I also deal with the clients, who can be very demanding!
I like the team but we work long hours - I get to work at 8.00 a.m. and don't finish until 7.00 p.m. The pay is quite good, but it's only a temporary job - a nine-month contract to cover maternity leave.
Anyway, I hope everything is OK with you. Send me your news soon.
All the best
Jake
2. Change the sentences from the email to express the same ideas in different ways using the Language references:

Example:   I have a new job… ------ I am in work … (I am employed…) …
a) I'm now a designer…

b) It feels good to be in work again…

c) … I was getting fed up of being unemployed.
d) I'm in charge of developing some interesting but comfortable chairs!
e) I also deal with the clients…

f) I get to work at 8.00 a.m. and don't finish until 7.00 p.m.
g) The pay is quite good…
3 Read the email once again to answer the questions.
a) What is Jake now?

b) Why is Jake happy to be in work?

c) What does the company produce?

d) What are Jake’s duties?

e) What does Jake like and dislike about her job? 

4. Tell the group mates what Jake is writing in her email.
Task III 

1. Read and translate the dialogue.
max: -------- Hi Paula. How's the job hunting going?
paula: ----- Oh, OK. I applied for a job in sales and I had an interview last week. There were about ten other interviewees sitting outside the interview room when I got there, so there's a lot of competition. 
max: -------- I'm sure you'll do well. I was impressed with your CV when I read it. Do you need a character reference? I can write one for you if you like. 
paula: ----- Oh, thanks, Max. I'll let you know if they ask for one. The next stage of the selection process is psychometric tests. 
max: -------- Oh, I've never done those before, but I had a handwriting analysis once. They said I was a dreamer and couldn't take risks - a bit strange as I now have my own company! 
paula: ----- Yes, that is odd. Anyway, I must go now. I want to look at the on-line job ads. 
max: -------- OK, see you soon and good luck.
2. Change the sentences from the dialogue to express the same ideas in different ways using the Language references:

Example:     I had an interview last week. ------ I went to the interview last week.
a) There were about ten other interviewees…

b) I was impressed with your CV…

c) I now have my own company!
d) I want to look at the on-line job ads.
3. Make up your own dialogue and act it out.
Task IV 
1. Read and translate the text.
Sidney Chapman
When Sidney Chapman left college, he wasn't sure what he wanted to do so he went to a careers centre and applied for several different jobs. He was interviewed by three companies and eventually got a job. He worked for Engineering Ltd for six months but then he was fired. Next, he worked in advertising. He was quite successful at it and he was promoted to General Manager. However, ten years later he resigned the job because he wanted to travel.

2. Retell the text about Sidney Chapman.
	WE DISCUSS


Task I 
1. Work with your partner and put the following sentences into the right order:
She accepted the job.______________________________________
She saw the advert.________________________________________
She got promotion.________________________________________
She applied for the job.____________________________________
They weren't satisfied with her work._________________________
They gave her an interview._________________________________
They sacked her._________________________________________
They offered her the job.___________________________________
2. When you look for a job, which of these are important for you? 
a) I want to earn a lot of money.
b) I do not want to work many hours a day.
c) I do not want to work late at night or early in the morning.
d) I want long holidays.
e) I don't want a tiring job.
f) I want an interesting job.
g) I want to work with friendly people. 
h) I want the boss to be a nice person.
i) I want to work in a place which is clean and pleasant. 
j) I want a job that has good career prospects.
3. Can the factors given below make you change your career? Why? Why not? Name other factors.
a) a high salary 
b) lots of perks (льготы)
c) good promotion prospects
d) an opportunity, through your job, to serve others in the community/in society
e) a pleasant, friendly working atmosphere
f) short working hours — not more than 35 hours a week
g) long holidays
4. Which jobs in your country do you think are:
	•   very well paid?
•   very glamorous?
•   very dangerous?
	•   very exciting?
•   very boring?
•   very dirty?


	WE WRITE


Task I. Make up questions using 'would you like' and phrases given below. 
1. earn much money                         6. have lots of perks
2.  be satisfied with the job               7. serve people in the society
3.  start up your own business           8. have short working hours
4.  change your career                      9. get promotion
5.  find a better job                         10. have long holidays
Task II. Study the sample of resume (5.) and make up your CV.

Task III. Study the sample of a replying to a job advertisement (6.) and write your reply to any job advertisement.
UNIT II
COMPANY
Objectives:
1. Studying the language reference
2. Practice the language reference

3. Reading, translating and discussing the topic ‘Company’

	WE LEARN


Task I. Study the Language reference.
1 a company = a business - компания
Company is an organization that makes or sells goods or services in order to get money. 
to manage =to run a company – управлять компанией
to set up = to start a company – открыть (создать) компанию
a company goes bankrupt = a company goes bust = a company goes out of business (=stops doing business because it owes so much money) – компания банкротиться, терпит крах, разоряется
(break, bust, (о фирме) fail, go to pieces, liquidate, go to smash, be out of business, become bankrupt - потерпеть крах, разориться, прогореть, вылететь в трубу)
2 the Board of Directors — Совет Директоров
the Chief Executive = the President
the Chief Executive Officer is the person with the most authority in a large company

the General Manager – генеральный директор
the Executive Manager – исполнительный директор
the Managing Director – управляющий директор
company employees – служащие компании
company staff – штат компании
company policy – политика компании
3 Responsibilities, Duties (Обязанности.)
	a. to be in charge of 

заведовать; руководить (ч-л)
	He is in charge of the department.

	b. to be responsible for
быть ответственным за
	She is responsible for the documents.

	c. to look after
заботиться, следить, отвечать за 
	He looks after public relations.

	d. to deal with

заниматься, иметь дело
	She deals with personal problems.

	e. to have to = must

должен
	He has to write a report about every complaint. 

	f. to be to = must
должен
	She is to answer the phone. 


4 Involvement (тo, что включает в себя работа)
	a. to involve
включать в себя; предполагать; содержать
	His job involves talking to the press. 

His job involves public relations.

	b. to be concerned with 

имеющий отношение;
связанный с; занятый
	She is concerned with the health of employees. 


5 Checking (контроль, проверка)
	a. to make sure that 

проверить
	She makes sure that the doors are locked.

	b. to monitor
контролировать, проверять
	He monitors the phone calls.


6 Organisation (организация, устройство, формирование; приведение в систему)
	a. to organize
организовать, устраивать, налаживать
	He organises security patrols. 

	b. to arrange
приводить в порядок, уславливаться,
договариваться, регулировать
	She arranges transport. 


7 Liaison (связь, взаимодействие)
	liaise with
поддерживать связь, взаимодействовать
	He liaises with the Sales Department. 


8 Some company departments and their responsibilities
	The Catering Department
Отдел обеспечения продуктами
питания
	provides meals

	The Customer Services Department

Сервис
	deals with after- sales service and
complaints

	The Dispatch and Distribution Department

Экспедиционный отдел;
транспортный отдел
	sends goods out to customers

	The Finance Department

Финансовый отдел
	deals with money coming in and
going out of the company

	The Health and Safety Department

Отдел охраны труда и
техники безопасности
	checks for dangers at work, monitors
health

	The Maintenance Department
Отдел материально-технического
обеспечения; административно-хозяйственный отдел
	checks equipment regularly, carries out repairs

	The Marketing Department

Отдел маркетинга; отдел сбыта
	makes sure that products are widely
known, finds out customers' needs

	The Personnel Department = HR (Human Resources) Department

Отдел кадров
	deals with training, recruitment, staff
problems

	The PR=Public Relations Department

Отдел по связи с общественностью
	deals with  an organization’s image; talks to journalists, presents the
company to the public

	The Production Department

Производственный отдел
	produces goods

	The R and D = Research and Development Department
Научно- исследовательский отдел;
БРИЗ (Бюро рационализаторства и
изобретательства)
	develops new products and new ideas

	The Quality Control Department

Контрольный отдел;
ОТК (отдел технического контроля)
	monitors company products, tries to improve their quality

	The Sales Department

Отдел сбыта, Отдел продаж
	sells goods, contacts customers, deals with inquiries about products 

	The Security Department

Служба безопасности
(Охрана)
	protects staff and property against crime


	The Switchboard Department

Коммутатор, энергоотдел
	deals with telephone calls in and out
of the company

	The Legal Department
	deals with all aspects of the law

	The IT Department
	deals with computers & technical support

	Reception

приемная
	deals with visitors, takes messages


9. Study the table below.
	
	Job
	Place
	Duties

	1.
	receptionist
	office, hotel
	welcomes and deals with people arriving at a hotel or office building

	2.
	model
	studio
	poses for photos or paintings

	3.
	stockbroker
	stock exchange
	buys and sells stocks and shares

	4.
	magistrate
	court or office
	judges crimes

	5.
	banker
	bank
	is in charge of the money

	6.
	bar-keeper
	bar
	serves drinks

	7.
	salesperson
	shop
	sells things

	8.
	coroner
	office
	discovers the cause of someone's death

	9.
	cook
	restaurant
	prepares and cooks food

	10
	waiter
	restaurant
	serves food and drink at the tables


10. Complete the table with the expressions or words:
•  the day-to-day running of the bank;
•  studies the way in which money and goods are produced;
•  mechanic;
•  office;
•  secretary;
•  advises and represents people;
•  court or office;
•  salesman.
	
	Job
	Place
	Duties

	1.
	
	garage
	repairs cars

	2.
	accountant
	
	keeps and checks financial accounts

	3.
	
	office
	types letters, keeps records, arranges meetings

	4.
	lawyer
	court or office
	

	5.
	bank manager
	bank
	

	6.
	
	office or shop
	persuades people to buy his company's products

	7.
	economist
	office
	

	8.
	clerk
	
	keeps records or accounts; looks after administrative and legal matters


11. Describe the jobs using the information from the table above. Use the following as an example:
A receptionist can work in an office or a hotel. A receptionist welcomes and deals with people arriving at a hotel or an office building.

12. Read and translate the text.

a parent company – материнская компания
a holding company - холдинговая компания
a subsidiary [sәb΄sidiәri] – ‘дочерняя’ компания (подконтрольная компания)
Companies are involved in many activities, for example buying, selling, marketing and production, in a range of different industries, such as information technology, telecommunications, finance, and car manufacture. Many well-known 
companies are multinationals. These are companies which operate in a number of countries.
Multinationals often have a complicated structure. There is usually a parent or holding company. This company owns other companies or parts of other companies. These other companies are called subsidiaries.
13. Read and translate the text. 
You can find information about a job in an ad (advert/advertisement). You can also search or look at websites and register with an employment agency.
You reply to a job advert. You apply for a job by writing an application letter and/or filling in a form. A CV lists your qualifications and experience. A statement from someone who knows you to support your application is a character reference (рекомендательное письмо).
A job that is available is a vacancy. If a company wants new staff, they recruit or take on people. If you are headhunted (переманили), a person/company asks you to leave your job to work for another organization. If you decide not to accept a job, you turn it down.
The people who interview you are the interview panel. People who are competing for a job are candidates. The stages of finding a person for a job make up the selection process.
Companies use psychometric tests or handwriting analysis to test candidates' ability to think and to analyse their personality.
The Human Resources department helps to choose new employees and explains the systems in a company.

Task II. Practise using the Language reference.
1. Read and translate the sentences.
a) Craig got a job working for an insurance company. 
b) The company are hoping to expand their operations abroad. 

c) The company was set up just after the war. 

d) Quite a few companies went bankrupt in the late 1980s. 
e) It's not company policy to exchange goods without a receipt.
f) Each company is headed by the President or the Chief Executive officer. 
g) The Chief Executive works together with the Board of Directors. 
h) The Board of Directors makes the policy decisions. 
i) The Board of Directors appoints one of their members to the position of the Managing Director 
j) The Managing Director is in charge of the day-to-day running of the company.
k) I'm responsible for staff training.
l) Mae's in charge of recruitment.
m) We don't deal with complaints by phone.
n) Mark's been unemployed for nearly a year. He keeps looking at the job ads in ‘The Times’ but there's nothing suitable. He should register with an employment agency or look at Monster.com.

o) They decided not to take on any new designers.
p) He turned the job down.
q) Every time I go to an interview these days I have to do a psychometric test.

Task III. Test it.
1. Find and correct three mistakes.
Does your job involve meeting lots of people?
Mo's in charge for 120 people.

I’m responsible of the computer network.
I spend most of my day writing emails.
In my job I deal in in-house training (обучение персонала).
2. Circle the correct option, A or B.
a) What don't you like about your job?
A  I have to deal invoices (коммерческий [товарный] счет) all the time.
B  I have to deal with invoices all the time. 
b) What's your job title?
A  I'm the Marketing Manager.
B  I work in marketing. 
с) What does your job involve?
A  I'm working part-time at the moment.
B  I spend most of my time meeting new clients. 
d) What will you be doing in your new job?
A  I'll be responsible of the Production department.
B  I'll be responsible for the Production department.
3. Circle the correct option.
a. I asked if the company had any vacancies / offers in the IT department.
b. I look at the job advices / ads in the newspaper every week.
c. Why don't you look / search the job websites on the net?
d. Have you sent your qualifications / CV to that company yet?
e. I was headhunted / fired for my job so I didn't have to send in an application.
f. I've sent about 100 application / applying letters but I still haven't got a reply.
g. I wrote to the company but they aren't recruiting / employing at the moment.
h. My interview was short as I was the last interviewer /interviewee that day.
i. It's incredible - there were 112 competitors / candidates for the sales job.
4. Choose a word from each box to complete the sentences.
selection   interview   employment   human   character   psychometric  handwriting  
 panel     tests     agency     analysis     resources     process     reference
a. I tried to form my letters clearly for the ___________but I don't know what the test will say about me.
b. There were two women and one man on the ___________________.
c. The ______________ was really long - it took the company three months to find the right person. 
d. Why don't you register at the ______________- they can send you information about new jobs.
e. I'm looking for a job. Would you mind writing a _____________ for me?
f. After the interview, the person from _______________ explained the pension system at the company. 
g. Some firms use _____________________ to find out about people's personality.
5. Circle the correct option.
a. I've registered for / with Temp Nation Recruitment.
b. I replied to /of an advertisement for a job in Japan.
c. Please fill up /in this application form.
d. It's easy to feel depressed if you're out /out of work.
e. They offered me the job but I turned it off /down.
f. I'm sorry but we aren't taking on /up any new staff.
g. How many jobs have you applied to /for?
6. Choose the correct forms of the verbs to complete the sentences.
recruit     reply to      look at      fill in      turn down    register with    headhunt
a. If you ___________ the ads in the paper, you'd find lots of job opportunities.
b. It's a good idea to _______________ an employment agency.
c. I've never been _______________ for a job. I've always had to apply.
d. Please _________________ this form in black ink.
e. I __________________ an ad for a job in accounts but I didn't get an interview.
f. I was going to take the job but I ___________it _________because I had a better offer. 
g. Unfortunately, we don't have any vacancies so we ___________ not _______ at the moment.

7. Circle the correct option.
a.   If you wish to complain, please contact Customer / Consumer Services. 

b.   HR stands for Human Relations / Resources. 
c.   IT is short for Information Techniques / Technology. 
d.   Positive / Public Relations is often known as PR. 
e.   R&D stands for Research and Development / Designs. 
f.   In my department we liaise / liaison very closely with Sales. 
g.   My boss dictates /delegates a lot of the work to the rest of the department. 
h.   I don't deal with invoices - talk to Dave in Finance / Financial.
8. Match the speakers a-j to the departments 1-10.
	a. I spend most of my day updating software.
	1 Legal

	b. I've just written an advert for new sales staff.
	2 Customer Services

	c. I look after all the contracts.
	3 Production

	d. We develop new products and services.
	4 HR

	e. We deal with people's complaints.
	5 IT

	f. I control the budgets.
	6 R&D

	g. Our campaign brought us ten new customers.
	7 Distribution

	h. I've just updated the schedule for the new model.
	8 PR

	i. We hope this campaign will improve our image.
	9 Finance

	j. We have to get the new designs into the shops by the first of December.
	10 Sales and Marketing


	WE READ & TALK


Task I
1. Read and translate the dialogue.
INTERVIEWER:              So, you're the Personnel Officer.
BIRGITTA:                      That's right. I'm in charge of the Personnel Department.
INTERVIEWER:              And what exactly does your job involve?
BIRGITTA:                      Well it involves the relations between the firm and its employees and also the personal satisfaction of employees. 
INTERVIEWER:              Could you explain that? 
BIRGITTA:                      Well, there are four main areas. I look after training. I make sure that employees have the right training program. And I monitor their progress in the training. 
INTERVIEWER:              I see.
BIRGITTA:                      Then secondly I'm concerned with performance appraisal. INTERVIEWER:              ‘Performance appraisal'? What's that? 
BIRGITTA:                       Yes, well... Performance appraisal involves looking at the performance of every employee in his or her job. Line Managers carry out performance appraisals every year. I liaise with Line Managers. I make sure that the performance appraisal is carried out correctly. And I monitor the performance of every employee. 
INTERVIEWER:              Mm, I get it. 
BIRGITTA:                      Thirdly, I'm responsible for job recruitment. I place job advertisements in newspapers. I organise job interviews and arrange transport, accommodation, etc. 
INTERVIEWER:              Yes.
BIRGITTA:                      And finally, I have to deal with problems. 

INTER VIEWER:             What kind of problems? 
BIRGITTA:                      Well, I deal with any problem that affects an employee's performance. Sometimes this involves personal and family problems. 

2. Read the dialogue once again and answer the questions.
-- Which department does Birgitta work in?
-- What are the four main areas of her job?
Task II
1. Read and translate the text.
HEAD OF MARKETING
Mr. Elford is in charge of the Marketing Department. What exactly does marketing involve? It involves finding out what the market wants and making sure that the department supplies it. And very importantly, the department makes sure that the market knows the department can supply it. So they deal with two main areas — market research and promotion. As for market research, they have to analyse the market. Sometimes this involves sending out questionnaires to customers. And of course they monitor closely the research done by other organisations. They are concerned with publicity for their own products. So they organise promotion campaigns and advertise the products. In the department one person is responsible for TV advertising, another for magazine advertising, and another for mail shots (разовые рассылки рекламных материалов в прямой почтовой рекламе). A mail shot involves sending details of a new product to all potential customers. Mr. Elford's department liaises with other departments. For example, Mr. Elford as Head of Marketing liaises with the Sales Manager. They set targets for the sales representatives. They have to try to meet the targets.
2. Read the text once again and answer the questions
--- What is Mr. Elford?

--- What does marketing involve?
--- What other departments does the Marketing Department liaise with?
3. Make a list of the Marketing Department’s duties.
4. Read and translate the text.
a) a legal adviser - юрисконсульт; советник по правовым вопросам

b) to be available – быть в наличие
c) to serve – служить; работать

d) to develop – совершенствовать 
e) to implement – выполнять, обеспечивать выполнение
f) Commercial Law – торговое право
g) civil code – гражданский кодекс
h) dispute resolution – разрешение судебного спора
i) ameliorate [ә΄mi:ljә͵reit] – улучшать 

j) constraint [kәn΄streint] - ограничение
k) private investment - капиталовложения частного сектора, частные инвестиции
l) Civil Law – гражданское право
m) litigation – судебное дело, процесс

n) transaction – хозяйственная операция, сделка
o) lending - предоставление займов [кредитов, ссуд], кредитование

p) advocacy [΄ædvәkәsi] - адвокатская деятельность

A legal adviser
The following position is available.
A Legal Adviser will serve for one year on a team developing and implementing Commercial Law reforms. The Adviser will assist the civil code process with respect to (относительно) commercial law issues, work on reforms in commercial dispute resolution, and identify and work to ameliorate constraints on private investment. 
The Adviser must be an expert, have high knowledge of Commercial Law, Civil Law, litigation, Business / Corporate law, especially international commercial transactions, international lending and legal aspects of trade financing, experience and ability in human rights advocacy, full command of the English Language, written and spoken, and good management ability.
5. Make a list of the legal adviser’s duties.

6. Read and translate the text.
a) an audit adviser – консультант по аудиту
b) the Audit Department – аудиторский отдел
c) audit service – аудиторский сервис
d) local legislation - местное законодательство

e) professional auditing standards – аудиторские стандарты
f) secure – безопасный; защищать; гарантировать 
g) accountability - отчетность, подотчетность

h) public money - правительственные денежные средства
i) public funds - государственные фонды или средства

j) public assets – правительственные (государственные) активы
k) the Director of Audit – начальник аудиторского отдела
l) audit reporting - заключение аудитора; отчет о результатах ревизии
m) public accounts - отчет об исполнении государственного бюджета, государственный бюджет

n) statutory [΄stætjutәri] body - орган, учреждённый статутом

o) mismanagement - плохое или неправильное управление

p) fraud [fro:d] - мошенничество, обман

q) regulations - правила; нормы; инструкция

u) current audit procedures – действующие аудиторские процедуры

Audit Adviser
Mr. Robe is the Audit Adviser in the Audit Department of the Government. The Department is responsible for the provision of audit service. It operates in accordance with local legislation and professional auditing standards. The Audit Department secures accountability for public money, funds and assets.
Mr. Robe assists the Director of Audit. He is to achieve two principle objectives: the independent examination and a high level of audit reporting on the public accounts of Government and statutory bodies; and the provision of high quality reports on all aspects of Government financial management, mismanagement and fraud. More specifically, his job involves strategic and operational audit planning. Mr. Robe assists in the modernisation of the Department's operations. He ensures that the public audit service operates to the highest quality and standards. He has expert knowledge of government and commercial finance and accounting, all relevant regulations and current audit procedures.
7. Make a list of the audit adviser’s duties.

8. Read and translate the text.

a) payments – платежи
b) checking – проверка, контроль
c) expense - трата, расход; издержки
d) claim – требование, заявление
e) issuing cheques – выписка чеков

f) amounts – суммы денег

g) rota [΄rәutә] - расписание дежурств
h) be valid – соответствовать действительности
i) sign in - регистрироваться по прибытии
j) burglar alarm system – сигнализация

k) security patrols – дежурство охранников
HELP TOM FENG!
Tom Feng is a young man. His dream is to own a business. He decided to start working in his father's company. The only problem for him is which department to work in and what job to choose.
There are more than twelve departments in the company. Tom has some ideas about the jobs and responsibilities of all the departments. His father's friends told him about them.
Luc Bertrand works in the Department of Finance. He is concerned with payments to staff. He deals with the money required for trips. He is responsible for checking expense claims and issuing cheques, and he monitors the amounts paid out in expenses.
Mary Murray works in the Cartering Department. She is in charge of the company canteen. She organises food supplies, staff rotas and meals. She monitors food preparation and service, and makes sure that the canteen operates efficiently.
Larry Hersch is in charge of the Customer Services Department. He deals with customers' complaints, and makes sure that the complaints are dealt with quickly. His job involves checking that the complaints are valid. He liaises with the Production Manager. He has to write a report on every complaint.
Irene Theodorakis works in the Reception Department. She looks after visitors arriving at the company. She makes sure that all visitors sign in on arrival. She arranges taxi and bus transport for visitors. She deals with messages left for staff members, and liaises with security and switchboard staff.
George Fenn works in the Security Department. He is responsible for preventing crime within the building. His job involves checking means of access to the building. He has to test burglar alarm system regularly, and he monitors people entering and leaving the building. He makes sure that doors and windows are locked after hours, and he deals with the distribution of keys. He organises security patrols at night and at weekends.
Charles Butros is in charge of the Health and Safety Department. He is responsible for the health and safety of every employee. He has to make a record of every accident, and he monitors the accident rate in the company. His job involves inspecting machines and equipment. He organises training in safety and first aid, and he arranges talks on safety.
Tom thinks that all the jobs are very useful and interesting. But he doesn't know what to prefer. Can anybody help him?
9. Read the text again and complete the chart below.
	
	Place of work
	Duties

	1. Luc Bertrand

	
	

	2. Mary Murray

	
	

	3. Larry Hersch

	
	

	4. Irene Theodorakis

	
	

	5. George Fenn

	
	

	6. Charles Butros

	
	


10. Has Tom chosen any job and place of work, in your opinion?
11. What job and place of work would you advise Tom to choose? Why?
12. Look for details in the text which tell you about the job you would prefer. Tell the class about this job.
	WE DISCUSS


Task I. Should these people stay or move to another department? Why?
a.   Kate from HR: 'I love working with people and making sure they're happy at work.'

b.   Jo from Customer Services: 'I hate talking to customers on the phone.' 
c.   Amy from Sales: 'My team always meets its targets.' 
d.   Mike from Production: 'I forgot to give the factory manager the revised schedule.' (пересмотренный план)

e.   Leo from R&D: 'It's really hard to come up with (придумывать) new ideas - I just copy what other companies do.' 
f.   Diane from Distribution: 'It's great to see all our products in the right place at just the right time.'
g.   Sarah from Legal: 'I didn't get the supplier to sign the contract, so we lost thousands of dollars.'
h.   Harry from PR: 'We're the best-loved food company in this country and I want to keep it that way.' 
i.   Des from IT: 'I tested the network and the whole system shut down (отключилась) for three days.'

Task II
1. Discuss the following jobs and decide who does the things in the box below.
an accountant, the managing director of a small company, a banker, a lawyer

	attend meetings
	obey orders

	mark essays
	cancel appointments

	fire people
	delegate work

	set a good example
	appear to be in a good mood

	encourage people
	complain about work

	apologize
	negotiate contracts

	to take risks
	make unpopular decisions

	tell lies
	compromise

	sign documents
	


2. Which of the things in the box would you personally find most difficult? Discuss your answers in groups of three.
Task III. Put titles of jobs in the categories below. You can put one job in more than one category. Discuss your answers with the partner.

1. These people usually work outside: ________________ 
2. These people usually wear uniforms: ______________ 
3. These people should be friendly: _________________ 
4. These people must often work at night: _____________ 
5. These people must have a university educations _______________ 
6. These people are usually good with their hands: ____________
7. These people work in offices: _________________ 
Task IV. Think of a job, but don't tell your partner what that job is. Your partner is going to ask you questions to try and find out what job you're thinking about.
For example:
- Do you work outdoors?
- What does your job involve?
- What exactly do you have to do?
- What kind of problems do you deal with?
- Who do you liaise with?
Task V. Talk to each other about the job you are thinking of.
	WE WRITE


Task I. Write a paragraph about each person. Describe his job, using the notes and the words in brackets.
	1. Peter Long
	

	preventing crime within the building
	(responsible)

	checking means of access to the building
	(job - involve)

	test burglar alarm system regularly
	(have to)

	people entering / leaving the building
	(monitor)

	doors and windows are locked after hours
	(make sure)

	distribution of keys
	(deal with)

	security patrol at night / weekends
	(organise)

	
	

	2.  Charles Fisher
	

	health and safety of every employee
	(responsible)

	make a record of every accident
	(have to)

	accident rate in the firm
	(monitor)

	inspecting machines and equipment
	(job - involve)

	training in safety and first aid
	(organise)

	talks on safety
	(arrange)


Task II. Write a job description of your future job (company, department, duties).
UNIT III
COMMERCE
Objectives:
1. Studying the language reference
2. Practice the language reference

3. Reading, translating and discussing the topic ‘Commerce’

	WE LEARN


Task I. Study the Language reference.
1 commerce [΄kͻmә:s] = trade (n [U] the buying and selling of goods and services) – торговля, коммерция
commercial (n [C] an advertisement on television or radio); commercial break (the time when advertisements are shown on television or radio) - коммерческая реклама
commercial [kͻ΄mә:ʃәl] (adj) - коммерческий
to trade – to buy and sell goods and services
to commerce = to sell = to market = to merchandise = to trade in = to deal in - торговать
merchandise [΄mә:ʧәndaiz] - товары (в отличие от goods, это слово используется для обозначения не сырьевых и промежуточных товаров (полуфабрикатов) и не полезных предметов (оборудования и расходных материалов), а предметов торговли; в торговле этот термин часто используют для обозначения всего, что продается в магазине)
goods (осязаемые движимые продукты производства, предназначенные для продажи) - товар, товары продукция; изделия; материалы
commodity [kә΄mͻditi] - предмет широкого потребления; продукт или изделие массового спроса (товар, продукт, предмет, с которым могут совершаться операции купли-продажи; как правило, имеются в виду однородные товары, продаваемые и покупаемые крупными партиями, особенно сырьевые товары и сельскохозяйственная продукция)
goods = merchandise = commodities = commodity items - товары
product - продукт, продукция, изделия
service – услуга; сервис
to render services = to provide services = to supply services – оказывать услуги
quality [΄kwͻliti] - качество
to be of best quality – быть высшего сорта, высшего качества
to be of high quality – быть высокого качества
to be of good quality - быть хорошего качества
to be of low quality – быть низкого качества
to be of bad quality - быть плохого качества
to be of poor quality - быть очень плохого качества
2 to sell = to merchandise – продавать
a seller – продавец
a merchant [΄mә:ʧәnt] - торговец
The Seller – поставщик (= The Supplier)
to buy [bai] = to purchase[΄pә:ʧәs] - покупать
a buyer = a purchaser

The Buyer - заказчик
a customer [΄kʌstәmә] – покупатель
a consumer [kәn΄sju:mә] – потребитель
a retailer [΄ri:teilә] - розничный торговец (индивидуальный предприниматель или компания, продающая потребителям товары и услуги, предназначенные для личного пользования, последнее звено в каналах распределения, связывающих производителей и покупателей, основные функции розничного торговца: обеспечение ассортимента, дробление поступающих партий товаров, хранение запасов, обеспечение сервиса)
to retail [ri΄teil] = to sell retail (by retail) = to be a retailer - торговать в розницу
retailing - розничная торговля
wholesale – оптовая торговля (предпринимательская деятельность по продаже товаров или услуг тем, кто приобретает их с целью перепродажи организациям розничной торговли или другим оптовым организациям); оптовый
a wholesaler [΄hәul͵seilә] - оптовик, оптовый торговец (крупное коммерческо-посредническое предприятие, реализующее товары другим перепродавцам, розничным торговцам или крупным промышленным и коммерческим учреждениям, а не конечным потребителям)
to be a dealer = to be a wholesaler = to sell wholesale (by wholesale) - торговать оптом
3 an outlet[΄autlәt]  = a shop (BrE) = a store (AmE) = a kiosk [΄ki:ͻsk] = a stall [stͻ:l] – торговая точка
a retail outlet – точка розничной торговли
Read and translate.
a.   A merchant is someone who buys and sells goods in large quantities.
b.   Retailing is the business of selling goods to the public in shops.
c.   A retailer is someone who sells things in a shop.
d.   Wholesale is the business of selling goods in large quantities, usually at low prices.
e.   A wholesaler is someone who sells goods wholesale.
f.   An outlet is a shop, company, or organization through which products are sold
g.   A shop is a building or part of a building where things are sold to the public.
h.   A store is a large place that sells many different kinds of goods.
i.   A kiosk is a small building in the street where newspapers, sweets etc are sold.
j.   A stall is a table or a small shop with an open front (фасад, передняя часть), especially outdoors, where goods are sold.
4 to go shopping = to go to the shops
to do the shopping = to buy things in shops, usually food

to make a shopping list – составлять список покупок
Window-shopping = looking in shops and shop windows

a shop assistant = a sales person = a saleswoman – продавец
a changing room – примерочная
to try on – примерять
Read and translate.
a.   I'm going shopping. Do you want anything?
b.   Let's meet at 12.00. I need to do the shopping first.
c.   People make a shopping list not to forget things they need to buy.
d.   Have you put milk on the shopping list?
e.   Window-shopping means looking in shops and shop windows but not necessarily buying anything. You do it for fun.
f.   I love window-shopping. I can't afford most things but I like looking at them.

g.   People who work in shops are called shop assistants. Let's ask the shop assistant how much it is.
h.   In a clothes shop, you may want to try on clothes before you buy them. You do this in a changing room.
i.   A salesman is a man whose job is to persuade people to buy his company’s products.
5 to pay – платить
paying – платеж
a till = a cash desk = a checkout – касса (кассовый аппарат)
Read and translate.
a.   A till is a machine used in shops, restaurants etc for calculating the amount of you have to pay, and storing the money.
b.   A cash desk is the desk in a shop where you pay.
c.   A checkout is place in a supermarket where you pay for the goods you have collected.
cash – наличные
to pay in (with) cash – платить наличными
to pay by cheque [ʧek] – платить, используя чековую книжку
to pay by credit card – платить, используя кредитную карточку
change - сдача
sell-by date = use-by date – срок годности
faulty [΄fͻlti] – поврежденный, с изъяном
refund [΄ri: fʌnd] – возмещение убытков
to refund [ri΄fʌnd] –возвращать, вернуть (деньги)
bargain [΄ba:gin] – выгодная покупка
a special offer – специальное предложение
to be on special offer – продаваться со скидкой
to discount [dis΄kaunt] – дисконтировать (снижать цену)
discount [΄diskaunt] - скидка
a sale - распродажа
Read and translate.
You pay for things at a till, cash desk or checkout. You pay by cheque or by credit card but usually in or with cash. You get change if you give more money than necessary. Food often has a sell-by date printed on it. 

If something doesn't work or isn't right, it's faulty and you can return or exchange it. You exchange something if you want to change it for something else. You ask for a refund if you want your money back. A shop gives you a refund. 
If you want to buy something, you say that you'll take it. If you don't want to buy it, you say that you'll leave it.
If you're just looking, it means that you don't want help. If you're being served, a shop assistant is already helping you.
If something is a bargain, it's very good value for money or cheaper than you expect. When something is a special offer or is on special offer, the shop has lowered the price, usually for a short period of time. A discount is money off the original price.
Many shops have sales one or more times a year. A sale is when the shop reduces the price of most of its items. Again, this is usually for a limited period of time.
Task II
1. Learn the names of the shops.
the baker's [΄beikәz] - булочная
the butcher's [΄buʧәz] – мясной магазин
the chemist's [΄kemists] – аптека
the fishmonger's [΄fiʃmʌŋgәz] – рыбный магазин
the greengrocer's [΄gri:n grәusәz] – овощной магазин
the jeweller's [΄ʤu:әlәz] - ювелирный
the newsagent's - газетный киоск
the florist's [΄flͻrists] – цветочный магазин
a charity shop - благотворительный магазин (магазин, торгующий подержанными вещами, отдающий выручку на благотворительные цели)
a market stall - торговая палатка, торговое место, торговый прилавок [лоток] (открытая торговая точка; расположенная на уличных рынках, блошиных рынках); палатка на городском рынке

an antique[æn΄tik] shop – антикварный магазин
2. Read and translate the following sentences.
a. A baker is a person whose business or employment is to make or sell bread, cakes, etc.
b. A butcher is a retailer of meat. 

c. A chemist is someone who is trained to prepare medicines and who works in a shop.
d. A fishmonger is a retailer of fish.
e. A greengrocer is someone who owns or works in a shop selling fruit and vegetables.
f. A jeweller is someone who owns or works in a shop that sells jewellery.
g. A newsagent or newsdealer is someone who owns or works in a shop that sells newspapers, stationery, magazines, etc.
h. A florist is someone who owns or works in a shop that sells flowers or a person who grows or deals in flowers.
3. What's the word?
a   a place where you buy meat: ______________________________________
b   a place where you buy medicines: _________________________________
c   a place where you go to get a newspaper: ____________________________
d   a shop where you can buy toys: ____________________________________
e   a shop where you buy food and things for the house: ___________________
f   a place with many shops: _________________________________________
g   a person who works in a shop: _____________________________________
h   a piece of paper where you've written what you want to buy: _____________
i   a place where you try on clothes: _____________________
j   what you do for fun at the shops without spending money: _______________
4. Complete the sentences.
a. We buy fish at the fishmonger's .
b. We buy fruit and vegetables at the ______________.
c. We buy bread at the____________.
d. We buy bandages and aspirin at the ____________.
e. We buy magazines and newspapers at the____________.
f. We buy meat and sausages at the _____________.
g. We buy rings and necklaces at the _____________.
h. We buy flowers at the ___________.
5. Match a-l to 1-12.
	a) table, chair, sofa
	1)   florist’s

	b) ink, biro, paper
	2)   stationery shop

	c) cabbage, lettuce, apple
	3)   department store

	d) toothpaste, aspirin, soap
	4)   shoe shop

	e) shirt, trousers, skirt
	5)   supermarket

	f) lamb, chicken, beef
	6)   greengrocer's

	g) boots, sandals, shoes
	7)   toy shop

	h) rice, washing powder, mineral water
	8)   chemist's

	i) roses, daffodils, tulips
	9)   butcher's

	j) bread, croissants, cake
	10) clothes shop

	k) racing car, games, teddy bear
	11) newsagent's

	l) magazine, newspaper, puzzle book
	12) bakery (baker’s)


6. Learn the types of retail outlets.
a. A supermarket is a large self-service shop selling food and drink and also small household items. 

b. A hypermarket is a covered area with shops, supermarkets and restaurants. 

c. A shopping centre (A mall) is a very large supermarket often located on the edge of a town or city. 

d. A department store is a large shop with many departments or sections; each department sells a different type of goods. 

e. A specialist retailer is a shop which only sells one type of product, usually of high quality. 

f. A chain store is one of a group of shops owned by the same company.

7. Learn the methods of selling and buying.
a. Mail order is a way of selling and buying when a company sends goods by post from its warehouse. 

b. Door-to-door sale is a way of selling and buying when customers buy from the manufacturer's warehouse.

c. TV sales is a way of selling and buying when customers see product adverts on the screen and place their orders by phone/fax/the Internet.
d. The Internet (e-commerce) is electronic shopping from companies' websites.

e. Cash and carry is a way of selling and buying when a company agent sells the product or service to the customer at home.
	WE READ AND TALK


Task I 
1. Read and translate the text. 
· provision [prә΄viʒәn] – снабжение, обеспечение
· directly [daiә΄rәktli], [di΄rektli] - прямо
· manufacturer [͵mænju΄fækʧәrә] - производитель, изготовитель
· middleman[΄midlmæn] - посредник
· margin [΄ma:ʤin] - маржа (торговая наценка, устанавливаемая промышленными предприятиями)
· to sell (buy) at price – продавать (покупать) по цене
Retailing
Retailing is the provision of goods or services to the customer. Retailers buy goods directly from the manufacturer or from a wholesaler, (the 'middleman'), and make their income from the margin, or difference, between the price they pay for the goods and the price they sell the goods at to the consumer. A retail outlet is the place where customers can purchase goods, for example, a supermarket or a department store. Nowadays, many customers are shopping from home: shopping by the Internet, TV shopping channels or mail-order catalogues is becoming very popular.
2. Retell the text ‘Retailing’.
Task II 
1. Read and translate the text.
· similar [΄similә] – подобный, аналогичный
· Unique Selling Points (USPs) – уникальные торговые характеристики
· a customer profile - профиль клиента [покупателя] (описание группы потребителей или их типа на основе различных демографических, психографических и географических характеристик)
· emphasise [΄emfәsaiz] - придавать особое значение; подчёркивать
· benefit [΄benefit] - выгода; польза; прибыль
· advantage[әdva:ntiʤ] – преимущество; польза; выгода
Product
For nearly every type of product there are many similar goods on the market. The unique selling points (USPs) of a product are the things that make it special and different from other similar products. A good advertisement, which brings the product to the public's attention, should describe these USPs. The marketing department should have a customer profile in mind that is the sort of person who will buy the product. When trying to sell a product, it's important to give information about the product's features or characteristics, and to emphasise the benefits or advantages of the product to the customer. A 'product' is not just a collection of components. A 'total product' includes the image of the product, its design, quality and reliability - as well as its features, and benefits. 
2. Answer the questions.

a.   What does ‘USPs’ mean?

b.   What for should the marketing department have a customer profile?
c.   What is important when trying to sell a product?

3. Retell the text ‘Product”.
Task III
1. Read and translate the text. 
· insurance [in΄ʃuәrәns] - страхование
· training [΄treiniŋ] – обучение

· loyalty [΄lͻiәlti] – верность, преданность
· code of practice - процессуальный кодекс (здесь «Стандарты обслуживания покупателей» или «Правила обслуживания покупателей»)
· customer care – забота о покупателе
· to complain about - жаловаться (на что-л.)

Companies need customers. Some companies provide goods such as clothes, cars and food. Other companies provide services, for example insurance, banking, information technology or training.
Companies want repeat business, in other words, they want customers to buy from them again and again. To win customer loyalty, many companies have a code of practice, or set of rules, for customer care. The code of practice explains what the customer can expect of the company. Customers can complain about the service, or help, they receive and the goods they buy.
2. Answer the questions.

a. What goods do some companies provide?

b. What way do companies win customer loyalty in?

c. What do customers sometimes complain about?

3. Read the texts about three different companies and answer the question:
What does each company offer their customers?
A
· employee - служащий; работающий по найму

· apologize (for smth. to smb.) - извиняться (за что-л. перед кем-л.);

· in person – лично

· hamper - корзина с крышкой

BRITISH Airways employees who make customers unhappy must apologise in person. The company also has a number of items that it can give to customers who are dissatisfied with their service. These range from food hampers and calculators to soft toys and chocolates.
B
· take care of – заботиться
· to suit smb – подходить
· loan - заём, ссуда
· to be charged at local rates – взимать по местным тарифам
First Direct is the UK's leading 24 hour personal telephone bank. Our personal service lets you take care of all your banking needs by telephone, at a time and place to suit you, 24 hours a day, 365 days a year. You can call to check your balance, pay a bill, discuss a personal loan or increase your Visa Card limit. All calls from within the UK are charged at local rates.
C
· service package – служебный пакет программ для обновления операционной системы 

· a full range of services – полный спектр услуг
· workstation – рабочее место
· range – ассортимент

· store – магазин
· optional – по желанию (покупателя)
· delivery - поставка, доставка

· assembly - сборка
· to be available – предоставляться (иметь в наличии)
· on request - по требованию

· to enquire - запрашивать
The IKEA Business Service Package
IKEA Business offers a full range of services to professional customers, companies and organisations. Our trained staff can help with everything from individual workstations, to planning a complete office. As an IKEA Business customer you can purchase from the specialist Business Catalogue, or from the complete range in the store. Optional delivery and assembly services are available on request. Enquire at the store for more details.
Task IV
1. Read and translate the text.
· paradise [΄pærә͵dais] – рай, райский уголок
· well-stocked – хорошо оснащенный
· market stall - палатка на городском рынке
London is a paradise for shoppers. Famous department stores like Harrods and Selfridges have got a large selection of goods for everybody. You can also find antique shops, designer shops, well-stocked book shops, market stalls and many other kinds of shops. Second-hand shops and charity shops are also popular with young people.
2. Answer the questions.
· Why is London a paradise for shoppers?
· What are Harrods and Selfridges famous for?
· What shops are popular with young people?
Task V

1. Read and translate the text.
· space - пространство; площадь
· atrium [΄eitriәm] - преддверие
Selfridges
Selfridges is a department store which began trading many years ago. It is based in Oxford Street. It is London's second largest department store after Harrods. The retail space is 150,000 m2. 
In the 1990s the store experienced some problems with its image because people thought it was old-fashioned. To solve the problem, Selfridges invested £50m to re-establish the business as one of the capital's main shopping attractions. They decided to offer a wide choice of products to attract more customers. They built a huge central 'atrium' or entrance hall, and a series of new stores. Some of the stores are re-designed and others, such as Children's World, have their own restaurant.
2. Describe the store: age, location, size and what type of retail outlet it is.
3. Answer the questions.
· Who is Selfridges’s main competitor?
· What problem did the store have?
· What new features does the store offer?
Task VI 
1. Read and translate the text.
· a superstore - универсам широкого профиля (огромный розничный магазин самообслуживания, в котором продают все виды продовольствия, одежды, бытовой техники и др. товаров; цены товаров в таком магазине часто ниже цен в специализированных магазинах)
· for cash – за наличный расчет
In Britain shops have fixed prices, but you can bargain in street markets. Shops have sales in January and again in the summer, when a lot of items are cheaper. Superstores have special offers on some items every week. Shops don't usually give a discount for cash. The British usually bargain when they buy houses and cars, or anything that is second-hand.
2. Answer the questions.
· Can you bargain in Britain shops?
· When do the shops in Britain have sales?
· When do the shops in Britain have special offers?
Task VII. Circle the correct words.
I love shopping in London because it's got a lot of exciting / excited shops. On Saturday my friend and I went to Harrods. I wasn't surprising / surprised to see so many people there. The merchandise is amazing / amazed. But I was annoying / annoyed because things are expensive. Something embarrassing / embarrassed happened. I got lost in the store. I was tiring / tired after the long day, but my friend wanted to look at all the interesting / interested goods. My mum was annoying / annoyed because we got home late. And I was exhausting / exhausted.
Task VIII
1. Read and translate the dialogue.
Int. = Interviewer
VB = Verna Brown
Int.:          Verna, how important is advertising in selling products?
VB:          Well, it's an important marketing tool, and it works in a number of different ways.
Int.:          What are some of the ways it can work in?
VB:          Advertising can inform or persuade or remind or motivate; obviously the type of ad depends on the product.
Int.:          Oh, I see. What do you think makes a good advertisement? 
VB:         In my opinion, a good advertisement always concentrates on the product.
2. Answer the questions.
a.   How important is advertising in selling products?
b.   What are some of the ways advertising can work in?
c.   What makes a good advertisement?
Task IX
1. Read and translate the text about sales techniques.
· Sales - товарооборот, объем продаж [сбыта] 

· sales technique - 1) метод продаж [сбыта] (способ реализации товаров); 2) , методика торговли, техника продаж (совокупность приемов и способов, с помощью которых осуществляется процесс продажи товаров)

· benefit - выгода; польза; прибыль; преимущество; benefits - льготы, услуги; привилегии 
· features - свойства; feature - особенность, характерная черта

· total sales — общий объем сбыта; to decline/increase – снижение
· USP - abbreviation for unique selling point: a characteristic of a product that can be used in advertising to differentiate it from its competitors
Sales Techniques

А Sell benefits, not features
When you are selling, the customer doesn't want to know about the features of a product. They want to know how it is going to benefit them. Is it going to make them more attractive? Or save time? Or help them to work more efficiently?

B Differentiate your product
You must come up with at least three ways in which your product is different from the competition. These are called USPs - Unique Selling Points. For example, your product could be faster, cheaper, and smaller than the competition.

C Meet your customer face-to-face
You need to meet your customers, especially if you are new. It is not worth spending a fortune on newspaper advertising or direct mailing for first-time entrepreneurs.

D Let the customer tell you what they want
You need to understand your customer before you can sell him or her something. Don't start 'selling' something until your customer has talked about themselves.
Е Learn to listen
Sales people who do most of the talking usually lose the sale! Listen carefully and don't jump to conclusions. Take notes and concentrate on what your customer is saying. Find out what your customer really wants by asking lots of questions.

F Sell to people who buy
If you are trying to sell a product, don't try and sell it to someone who has never bought it before. Sell your product to someone who already has one. Show your clients how yours is superior to the competition.

G Turn your customers into salespeople
If your customers are happy, they are going to tell other people. Nearly 85% of sales are the result of word of mouth. So think about how you can create satisfied customers. They will do your advertising for you!

2. Find words and expressions that mean the following
a   distinctive parts or aspects of something (paragraph A)
b   to make something different from other things (B)
c   sending adverts through the post (C)
d   to decide too soon that something is true (E)
e   better than (F)
f   being told about something, rather than reading about it (G)
3. Retell the text ‘Sales Techniques”.
Task X
1. Read about Ann Hyssop and Stephen Nichol. They are talking about customer services provided by First Direct bank and a multinational retailer Marks & Spencer.

Int. = Interviewer 

AH = Ann Hyssop
SN = Stephen Nichol
Int.:  So, Ann and Stephen. I'd like to ask you some questions about customer service. Are there any companies which you are loyal to?
AH:  I am fantastically loyal to Marks & Spencer.
SN:  I'm also quite loyal to Marks & Spencer. If you buy presents for people and they don't like them, they can take the things back and they can exchange them.
Int.: So what's the attitude of the staff like at Marks and Spencer's?
AH: Friendly...
SN: Yeah
AH:  helpful…
SN:  professional
AH:  co-operative, loyal to their company. They obviously enjoy working there most of the time. Yeah I don't know how they manage it, but they have a very friendly staff.
Int.:  What about the quality of their products?
AH:  Fantastic.
Int.:  Are there any other companies which you're very loyal to?
SN:  One company that I am loyal to, I think, is my bank which is First Direct.
Int.:  And why's that?
SN:  Well, first of all they're extremely convenient to use. I do all my banking over the phone and I can do this at any time of the day. I can find out how much money there is in my account, I can pay all my bills. I don't send any bills through the mail and also they're very professional, they're very friendly.
2. Who is loyal to Marks & Spencer?
a Ann                  b Stephen                 с Ann and Stephen
3. Which words do Ann and Stephen use to describe the staff at Marks & Spencer?
a   friendly                                        e   professional
b   courteous                                     f    well-dressed
с   helpful                                         g   co-operative
d   quick                                           h   loyal to the company
4. Which word does Ann use to describe the quality of the products?

5. How does Stephen do his banking?
a by going to the bank                           b by phone                         с by post
6. Read again about Stephen's opinion of First Direct. Complete the summary.

Stephen is ¹ ____________ to First Direct because they are extremely 2____________. He can do his banking over the 3____________at any time of the day; he can find out how much there is in his 4____________and he can pay his 5____________. He also thinks the staff is very 6____________and very 7____________.

Task XI. What makes good customer care?
1. Read and translate the text about a man talking about customer care.
Stephen Nichol: ‘One thing that does irritate me is when I ask somebody for some information about a product or a service and they don't know the answer, but they don't say 'I'm sorry I don't know the answer to this, I'll find someone who does know the answer' - they try to answer it themselves and it's really a waste of time for everybody concerned.’
2. Answer the questions.
· Which of the situations is Stephen Nichol describing?

· Does he think this is good customer care?

· What do you think?

Task XII
1. Read and translate the text. 
· a bar code – штрих-код
· pattern – образец
· stripe – полоса
· bar – штрих
· underneath – снизу; внизу
· a three-digit code – трех цифровой код
· reordering – повторный заказ, осуществление повторного заказа
· shape – образец

· checkout counter – кассы (расчетная стойка). Устанавливаются на выходе из магазина, где покупатель рассчитывается за все покупки сразу.
· deduct – вычитать, отнимать; удерживать
· stock – запас; склад
· a check digit – контрольная цифра
· key in – вводить с клавиатуры
Bar Codes

Bar codes are on everything we buy. They are patterns of thick and thin stripes, or bars, which an electronic scanner reads. The stripes represent the 13-digit number underneath. An 8-digit bar code is used if there is not enough space on the packaging.
There are four main pieces of information on a bar code. The first two numbers represent the country in which the product was registered. This does not have to be the country of manufacture. The code for the UK and Ireland is 50. Some countries have three-digit codes. For example, the code for South Korea is 880.

Next comes the 4 manufacturer’s or supplier’s code. Each manufacturer has a unique code. For example, Cadbury (a chocolate manufacturer) is 00183, Nestle (a food manufacturer that produces products including coffee and chocolate) is 00243 and McVitie (a food manufacturer) is 00168.
The third group which has five numbers represents the product and the package size, but not the price. The manufacturers can choose any number they want. Different producers can have the same number for their goods. 20389 might be a tube of toothpaste for one manufacturer and a tin of tomatoes for another. Bar codes also help shops with reordering. A shop’s computer recognizes the whole shape of a bar code when it passes across the scanner at a shop’s checkout counter. It reads the bar code and the price of the product appears on the till display. At the same time one item is deducted from the stock total.
Finally, the code finishes with a check digit that makes sure the bar code has been keyed in correctly. If not, the item will either not be recognized or will be shown as a totally different product.

Some examples of country codes are:
00-09        US and Canada
30-37        France
400-440    Germany
45, 49        Japan
57             Denmark
80-83       Italy
93             Australia
There are also two special codes that take the place of country codes for the following: 977 – Newspapers and magazines, 978 – Books.
2. Read the text carefully and answer the question: What do these numbers from the text refer to?
13         50         880        00183

3. Complete the sentences using the words and word combinations from the box.
	Barcode                packaging          manufacturer            checkout counter 

till display            stock                  supplier                    price


a.   A ____________ is the pay desk in a self-service shop.
b.   A ____________ is a pattern of thick and thin lines that represents information.
c.   A ____________ is a firm which makes or produces goods.
d.   A ____________ is an electronic screen which shows you how much to pay.
e.   A ____________ is an agent who provides goods or services.
f.   The ___________ is used to protect goods and to present an image for them.
g.   The ___________ is the amount the goods cost.
h.   The ___________ is all the goods a retail outlet keeps to sell to its customers.

	WE DISCUSS


Task I

1. Match each word to the correct definition.

	1) services
	a) shopping from home by choosing goods from a company's catalogue

	2) retail outlet
	b) products

	3) profit margin
	c) a large self-service shop selling different brands of everyday goods

	4) supermarket
	d) shopping from home via the Internet or by TV shopping channel

	5) goods
	e) jobs where people do or provide something rather than produce something

	6) 'remote' shopping
	f) the difference between how much it costs to produce goods and the price the consumer pays for them

	7) mail order
	g) shop


2. Match the descriptions with places.
1   if you like reading, this is for you
2   a large shop that sells many different kinds of things
3   a shop that sells expensive clothes
4   a shop that sells old things, especially furniture
5   usually in the open air
6   you can buy second-hand clothes here
a)    an antique shop
b)    a book shop
c)    a charity shop
d)    a department store
e)    a designer shop
f)    a market stall
3. Choose the correct option, A or B.
a.   I don't want to buy anything - I'm ___________.
A being served            B just looking 
b.   This T-shirt has a stain on it. I'll ask for a ___________.
A bargain                     B discount 
c.   Would you like to come to the January _______________ with me?
A bargains                   B sales 
d.   I've finished shopping. Let's go to the _______________.
A checkout                 B check in 
e.   Look! Those nice glasses are on special _____________.
A deal                         B offer 
f.   Do you think I should ________________ this? It doesn't work.
A refund                      B return 
g.   The software was ______________ so I took it back.
A faulty                       B mistaken 
h.   Can you tell me what the ________________ is?
A amount                    B price 
i.   I'd like to pay __________________ cash, please.
A by                             B in 
j.   Wow! What a _________________. It's only £2.
A bargain                     B sale 
k.   This meat has passed its ________________ date.
A sell-by                      B sale-by
4. Complete the sentences with two suitable words from the box.
	1   being served                    3   money back                              5   gave me   

2   special offer                    4   just looking                               6   leave it


a.    I'm not ready to buy anything. I'm __________________.
b.   If it doesn't fit, you can return it and get your ________________.
c.    'Are you _________________?' 'Yes, thanks. The assistant is helping me.'
d.   The shop _________________ a refund because the game didn't work.
e.    Actually, I can't really afford the camera so I think I'll __________________.

f. They've got DVDs on ______________ - four for £20.
5. Find and correct the mistakes.
a.    I made the shopping on Monday morning. 
b.   Sally went to the butcher's to buy some carrots, some potatoes and a lettuce.
c.   The shop woman helped me choose a new shirt. 
d.   I tried three things on in the clothing room. 
e.   I need to do a shopping list. 
f.    Mark works as a shop helper during the summer holidays.
g.   Does the florist’s open on Sunday? 
h.   My mum and I often go door-shopping.
i.    My friends all love doing shopping. 
j.    I bought a lamp in the department shop. 

Task II 

1. Attitudes to customer care may be different. Discuss the five situations below. Assess the attitudes to customer using grades: 

A = Excellent          B = Good          C = Fair          D = Poor
Situation 1   A customer waits in a queue for ten minutes. 
Situation 2   The phone rings eight times before someone in the company answers it.
Situation 3   A customer phones a company. The person who answers does not have the information to answer the customer's question, but tries to answer it.
Situation 4   A company answers customers' letters in five working days.
Situation 5   A customer makes a complaint. The company employee takes all the details, apologizes and promises to take action.

2. Exchange your opinions. 
Task III. True or false?
a. If something is a bargain, it's good value for money. __________
b. If something you buy is faulty, it doesn't work properly. ___________
c. You are ‘just looking’ so you want someone to help you. __________
d. You often see a sell-by date on clothes. _______________

e. When something is on special offer it usually means the price is lower. _______
f. If you want your money back, you ask for a discount. ___________
Task IV. Match a-k to 1-11.
	a.    Thank you, Sir. Here's your ………
	1. the cash desk.

	b.    Look, that shop is having …………
	2. on special offer?

	c.    Can I pay ………….
	3. in the sales.

	d.    This DVD doesn't work so I'd like .. 
	4. served, thanks.

	e.    Please, pay at ……..
	5. leave it, thanks.

	f.     I'm being ………….
	6. by credit card?

	g.    What's the ………….
	7. take it, please.

	h.    Are all these CDs ………
	8. a refund, please.

	i.     We got some bargains ………..
	9. a sale.

	j.     It doesn't fit so I'll ………….
	10. price of this shirt?

	k.    Yes, I love it. I'll
	11. change.


Task V
1. Read and translate the texts.
A

Magazines, with their fashion articles, glossy photos and adverts, pressurize us into buying fashionable clothes. As a result, a lot of people try too hard to be 'in'. It's important to keep a sense of balance. You're young - all clothes look good on you. Make your own fashion. Don't be too quick to follow the crowd. Also, you can be fashionable without spending too much money. Shop around for bargains. It's not too hard to find pretty things in the sales. If you know any second-hand shops, you might find some great bargains there, too. Remember: fashion is supposed to be fun, so don't take it too seriously!

B
My friends and I love the fashionable clothes in magazines. We live in one of the world's great fashion capitals, Milan, so we are also surrounded by very stylish people. We would love to have enough money to look smart, but we are students and we aren't rich enough to buy lots of new outfits and designer clothes. We prefer casual clothes to formal clothes, but on the other hand, we don't want to look scruffy.
2. Do you have a similar problem?
Task VI. Discuss the statements.
a. People buy too many things nowadays. When they find themselves in a shop, they often buy not only the things they wanted to buy, but lots of unnecessary things, which they don't need at all. 
b. It is not wise to go shopping and to buy things alone.

c. To buy practical things at reasonable price is not an easy matter.
Task VII. Ask and answer the questions in pairs.
a. Do you like shopping? Why / Why not?
b. What kinds of shops do you like? Why?
c. What kinds of shops don't you like? Why?
	WE WRITE


Task I. Agree or disagree. Explain why. Give at least two reasons for that. 
a. I prefer sales assistants who let me look round by myself.
b. I think it's important to have packaging that clearly shows the ingredients.
c. I like shops which have car parks.
d. I like shops that offer a wide variety of goods.
e. I like shopping malls where all my favourite shops are in one place.
f. I don't like door-to-door sales people who put you under pressure and try to sell you things you don't want.

Task II. Answer the questions. 

a. What kind of shops do you know?
b. What is a department store?
c. What are the advantages and disadvantages of a supermarket over a small shop?
d. Why do some people prefer to do the shopping at small shops?
e. Who does the shopping in your family?
f. Which do you think is the most convenient time for shopping?
g. What makes shopping centres and shopping malls so popular with customers?
h. What do you think of advertising? Does it help people to shop?
i. Why do some people prefer to shop at markets?
j. When do shops open in your city?
Task III
1. Write the names of three shops that you know. 
2. Now write about the shops you have chosen: Where are they? What do they sell? Do you often go there? When do you usually go to the shops? What do you usually buy from them?

3. Compare the shops. Use some of these adjectives: 

	cheap
	expensive

	boring
	interesting

	cool
	exciting

	far
	popular

	big
	small


4. Which shop do you like most? Why?
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