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|. SELF-PRESENTATION
(CAMONPE3EHTALIMSA)

1. Read what a human resources manager talk about CVs
and compare your ideas (ex. 1)

There’s lots of advice on CVs and a lot of it differs so it’s hard
to say exactly what the perfect CV is. I’d say a good CV should cover
no more than two sides of A4 paper and be divided into clear
headings. The first section should include personal details: name,
address, telephone number, email and things. Some employers like to
see a photo, too. You can always phone the company and find out.

Next comes education and qualifications starting with the most
recent things. The third section deals with work experience — again
starting with the most recent job. I think it’s important here to be brief
so use bullet points and action verbs. You don’t need to use complete
sentences as long as it’s very clear what you’ve done.

Following this is the section on professional skills. Show the
employer your abilities, including your ability to use IT and foreign
languages. Finally, detail your interests. An employer likes to know
what kind of person you are and things like team sports, for example,
show this. Perhaps the most important thing is to show how you meet
the criteria in the job advertisement. Make it easy for the employer to
ask you to an interview.

Presentation is also important. Good quality paper and a clear
typeface make a difference. And once you’ve written your CV check
your grammar and spelling carefully. Then put it in a good quality
large envelope so you don’t have to fold it.

2. Here are two samples of CV (British) and resume
(American). Read and comment on differences between them

CURRICULUM VITAE

Name: Michael Woods
Address: Flat 5,20 Park Road,
London N4 2JY
Tel: 0208 848 4965
Email: MWoods@aol.com

Date of Birth: 6-6-77



mailto:MWoods@aol.com

Qualifications: ~ Higher National Diploma in Computer Studies,
University of North West London (1998)
A Levels: Maths (C), English (E) (1995) 0 Levels: Maths,
English Language, Chemistry, General Studies, Woodwork

(1993)
Employment Asst. Technical Support Manager.
History: Pearl Publishing (2001-now)

Support Analyst / Programmer,
Mayfair Books (1999-2001).
Programmer, Mayfair Books (1998-1999)

Interests: salsa dancing, running, gardening
Referees: Ms Ingrid Hofer, Dr Paul Jones,
IT Manager, Senior Lecturer,

Pearl Publishing, Dept. of Computer Studies,
44 Lower Street, University of North West London
London N1 3XY Dowrtfond Road,

London NW2 6HM

2334 Greenwood Road Tel:{505) 565-4965
Los Angeles, CA 34444 Email: MWoods@aol.com

Michael Woods

Objective To find a technical support position in the field of publishing
Experience 2001 — present Peart Publishing Los Angeles, CA
Technical Support Manager
e Managed IT support staff of eleven people.
e Led regular (training seminars. 4.
e Redesigned company-wide help desk procedures.
1999-2001 Mayfair Books Southridge, WA
Systems Administrator
e Managed LAN network.
e Implemented training course for new analysts.
1998-1999 Mayfair Books Southridge, WA
Information Technology Associate
e Maintained computer systems of editorial and design staff.
e Worked on team of twenty IT associates to improve overall
operations.
Education 1994-1998 Southridge State University Southridge, WA
e B.S., Computer Science.
e Graduated Summa Cum Laudc.
Interests Salsa dancing, running, gardening, carpentry, computers.
References Available upon reguest




3. 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. The letter of
application normally contains three or more paragraphs in which you
should:
e confirm that you wish to apply and say where you learned about
the job
e say why you are interested in the position and relate your
interests to those of the company
e show what you can contribute to the job by highlighting your
most relevant skills and experience
e indicate your willingness to attend an interview (and possibly
state when you would be free to attend)

4. Complete Fiona Scot’s letter of application using the
following verbs:

contact discuss employed welcome invoiced
apply enjoy notice advertised | matches
Fiona Scott

52 Hanover Street
Edinburgh BH2 SLM

Scotland
UK
8th January
Nathalie Baudoin
Patagonia GMBH
Reitmorstrasse 50
8000 Munich 22
Germany
Dear Ms Baudoin,
| am wWriting to ....ccoevvvveiieiiee e for the position of Public Affairs
Associate Which was ..........cccceeeevieeenee, last week in the International
Herald Tribune.
Although I am presently...........cccccccvviiiinnnnne. by a non-profit making




organisation, it has always been my intention to work in a commercial

environment. | would particularly................cooenee. the chance to work
for your company and as you Will .............cccccceevveennn, on my enclosed
curriculum vitae, the job you are offering ..........ccccocovevveinenn, both my personal

and professional interests.

My work experience has familiarised me with many of the challenges
............................ in public relations today. | am sure that this, together with my
understanding of the needs and expectations of sport and nature enthusiasts,
would be extremely relevant to the position. Moreover, as my mother is

German, | am fluent in this language and would definitely
........................... working in a German-speaking environment.
| would be pleased to ......c..ccceeevvrnnnne my curriculum vitae with you in more

detail at an interview. In the meantime, please do not hesitate to
....................... me if you require further information. | look forward to hearing
from you.

Yours sincerely,

Fiona Scott

5. Prepositions 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
| hope it is not too late to apply the position.

| 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,

organising and directing the presentation goods, working

clients and solving problems that arise.

Although I 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
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my skills and talents if | 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

Il. COVER LETTERS
(COINPOBOIMTEJIBHBIE IITMCBbMA)

1. Read and translate the text given below

At nine o’clock Peter Smirnov comes to his office. He knows
that he should refresh the correspondence with his business partner
David Hill and prepare for the talks he will have with David at ten.
First he starts looking through all the letters and faxes of Mr. Hill.

Here is the recent fax message of Mr. Hill:

Internanional Management Ltd

Mr. Smirnov
General Director
Moscow
Russian Federation
22 February 1997
Dear Mr. Smirnov,

Re: November Programme for Russian bankers and
foreign trade businessmen

I am delighted to inform you that | am coming to Moscow on
Monday, 28 February. | shall stay in Moscow for three nights and
shall be leaving for St. Petersburg by train during the evening of
Thursday, 3 March. | shall be staying at the Russia Hotel. | shall
be at your disposal for business discussions at your convenience.

| hope that you have received our proposals for the November
Programme and look forward to receiving your comments.

Kind regards. Yours sincerely,
David A. Hill




Then Pete looks through the letters of the participants of the
Programme expressing their wishes and requests. He makes a note
that he should discuss the following details with Mr. Hill:

* time

* hotel accommodation

* topics to be discusssed at the lectures

* business visits

* programme fee

Words and expressions

to refresh OCBeXath (B MaMsITH)

correspondence TepernycKa

to look through POCMaTPUBATh

Ltd. = Itd. KOMIIaHHS C OTPAaHUYCHHOM
OTBETCTBECHHOCThHIO

Re OTHOCUTENBHO

foreign trade businessmen CHEIMAIMCTHI BHEIITHEH TOPTOBIIN

I am delighted to inform you that ||Pax coobuuts, 9ToO ...

at your disposal B BallleM PacHOPsDKEHUH

at your convenience Kak BaMm OyneT yao0HO
proposal NPEIOKCHHE

I look forward to ... C HeTepIieHneM XKy

kind regards C YBOKCHHUEM (B KOHIIC TUChMA)
Yours sincerely (Mckpenne) Bam

participant YUaCTHUK

fee njaTa

2. Find equivalents in the fax message

KacarenbHo HOs1IOphCKOU miporpamMel. Pan cooOmuts Bam, uTo
npueskaro B MockBy B mnoHeneiabHUK 28 deBpansa. S npoOyay B
Mockse Tpoe cyTtok. B uerBepr 3 mapra s eny B Cankr-IlerepOypr. S
OCTaHOBJIIOCH B roctuHuie “‘Poccus”. S B Bamem pacnopsokeHuu B
mo0oe ynooHoe niist Bac BpeMs 1151 AenoBbIxX nieperoBopoB. Hanerocs,
yTo BeI noyunin Haire npemnoxenue. JKny Bamrero MaeHus.
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3. Complete the fax message

| am delighted to inform you that | am coming to ... | shall stay
in... and I shall be leaving ... | shall be staying at ... | shall be at your
... convenience. | hope that you have received ... and look forward to
receiving.

Kind ..

.. sincerely,

4. Write a similar fax message, changing the dates and names

5. Translate into Russian

Pete looks through the correspondence with Mr. Hill. Then Pete
looks through the letters of the participants. The letters express wishes
and requests of the participants. Pete makes a note what details he
should discuss. He should discuss time, accommodation, lectures,
visits and fee.

6. Write out the sentences starting with the following words
and translate them into Russian: | shall be staying ... | shall be
leaving ... | shall be discussing ... | shall be visiting ...

[11. CONTRACTS, BUSINESS REGULATIONS
AND ETIQUETTE
(KOHTPAKTDI, IEJIOBBIE HOPMbI U DTUKET)

1. Read and translate the text given below

Ivan Smirnov is a foreign trade businessman who is going to
take part in the Programme for Russian bankers and foreign trade
businessmen organised in London. On a certain day Ivan decided to
telephone the English businessman with whom he had been doing
business for some time. Before lie left Moscow he had contacted the
Englishman and told him he would be in London soon. And they
decided to meet in the London office of the Englishman.

Thus he telephoned the Englishman to make an appointment for
the next day.

Ivan: My name is Smirnov. I’d like to speak to Mr. Frieser,
please.

10



Voice: There is no one by name of Freiser. I’'m afraid you have
the wrong number. What number were you calling?

Ivan: | was dialing 7 - 2992.

Voice: Oh, but this is 7 - 2993.

Ivan: I'm sorry to have bothered you.

Voice: That’s quite all right.

Secretary: Mr. Freiser’s office here.

Ivan: May | speak to Mr. Freiser, please?

Secretary: Who is that calling, please?

Ivan: My name is Smirnov. | came from Moscow a few days ago
and | wanted to meet Mr. Freiser. We spoke about our meeting while |
was still in Moscow.

Secretary: I'm sorry Mr. Freiser is busy now. He is in
conference. How could he contact you later?

Ivan: I'm staying at the Sherlock Holmes Hotel. My room
number is 346. I’ll be in at about six in the evening.

Secretary: Very good. He will contact you then.

Mr. Freiser: Ivan, is that you? Good evening.

Smirnov: Good evening, Frank. I’m very glad to hear you.

Mr. Freiser: So am I. When shall we meet?

Smirnov: | have some free time tomorrow morning.

Mr. Freiser: Splendid. Let’s make an appointment for ten.

Smirnov: It suits me all right.

Mr. Freiser: Then our driver will pick you up at the hotel at a
quarter to ten. Our office is not far away.

Smirnov: I’ll be happy to see you and discuss our enquiry then.

Mr. Freiser: Likewise. I’ll be grateful if you could join me for
lunch.

Smirnov: Thank you. I’ll be glad to. See you tomorrow.

Words and expressions

He had been doing business with... ||On pabotan (umen geno) c ...

to dial HaOupath (HOMED)

It suits me all right MeHs 3T0 OYCHB YCTpanBaeT.
enquiry 3ampoc

I’ll be grateful if you could... Byny Bam OnarojapeH, €Ciiv BHI ...

11




2. Match English and Russian equivalents
on a certain day Jlo Toro Kak yexaTh u3 MOCKBBI, OH CBSI3aJICS C

O9THUM aHI'JIMYaHHWHOM.

He telephoned an Englishman OH cKa3aJl aHIJIMYaHUHY, 9TO CKOPO OyIeT B
with whom he had been doing JlongoHe.

business for some time.

Before he left Moscow he had OH MO3BOHWJI aHTTTMYAHUHY, YTOOBI
contacted the Englishman. JOTOBOPHUTHCS ¢ HUM O BCTPEUE Ha CICAYIOIUI

JIEHD.

He told the Englishman he would |Ox no3BoHW aHTTIMYAHUHY, C KOTOPBIM OH YK€
be in London soon. paboTaji HEeKOTOpOe BpeMsi
He telephoned the Englishman to |B oxuH onpeneneHHbIN ACHD

make an appointment for the next
day.

3. Sum up whom lvan wanted to telephone that day

4. Insert articles, if necessary

| came from Moscow... few days ago. He is in... conference. I'm
staying at... Sherlock Holmes Hotel. My room number is... 346. I’ll be
In at about six in... evening. Let’s make... appointment then. Our diver
will pick you up at... hotel at... quarter to ten. I’ll be grateful if you

could join me for... lunch.

5. Insert prepositions

I’d like to speak... Mr. Freiser, please. There is no one... name of
Freiser. | came... Moscow. We spoke... our meeting while I was still...
Moscow. I’m staying... the Sherlock Holmes Hotel. I’ll be in... about
six.... the evening. Let’s make an appointment... ten. Our driver will
pick you up... the hotel... a quarter... ten. I’ll be grateful if you could

join me... lunch.

6. Find the English equivalents in the text:

Brl HaOpanu HenmpaBUIBHBIN HOMED
Kaxoit HomMep BbI HaOupanu?
N3BuHMTE 32 OECIIOKOUCTRO.

KTo 3BOHUT?

['-u @peiizep 3anaT. OH HA 3aCETAHUMU.

Kaxk ¢ Bamu cBsA3aThCs 1M03xKe?

Kornma mbl BcTpeTumcest?
JlaBaiiTe BCTpeTUMCS B AECATD.
Mens 310 ycTpanBaer.

Ham modep 3aener 3a BaMu.
Hair ouc coBceM Henamneko.
Byny pan BCTpeTHTBCS ¢ BaMU U
0oOCyMTb HAIIl 3aMpoc.

12



S 6yny B TOCTUHUIIE OKOJIO IIECTH. N a1 Toxe.
byny 6marogapeH, eciiv Bbl COTIACUTECH

7

Ha JJaHY.

. Complete the dialogues and act out similar ones:

My name is Smirnov. I’d like...

There is no one... I’'m afraid you have... What... calling?

l... 7-2992.

Oh... 7-2993.

... to have bothered you.
That’s...

Mr. Freiser’s office...

May I...
Who... calling...
My name is Smirnov. | came... ago and | wanted...

spoke about our meeting...

8

I’m sorry... busy... conference. How... contact you...
I’m staying... My... 346. I’ll be in...
Very... He will...

Ivan, is... . evening.

Good evening, Frank. I’'m very...
So am... When... meet?

| have.... tomorrow morning.
Splendid. Let’s... for ten.

It suits...

Then our driver... Our office... away.
I’ll be happy...

Likewise. I'll... lunch.

Thank you. I’ll be glad to. See...

. Complete the following sentences

We

Ivan said ... The secretary answered that ... Ivan told Mr. Freiser
that ... They decided that ... Mr. Freiser said he would be grateful ...
The text said the businessmen had agreed to meet ...

13



9. Read and translate the text given below

At exactly ten to ten Nick enters the Russia hotel and sees David
in the lounge. They exchange greetings and go to the car. A few
minutes later they come to the office of their business partner Peter
Smirnov’s company. Now they are entering the office:

Pete: Good morning, David. | hope you had a good sleep and
liked the hotel.

David: Thank you. The hotel and the restaurant are all right. We
had a very nice evening at the restaurant. Everything was fine.

Pete: | also enjoyed last night. Now, shall we get down to
business?

David: Yes, certainly. There are a few points to discuss. What
would you like to start with?

Pete: If you don’t mind, let’s start with the time of the
Programme for Russian bankers and foreign trade businessmen. We
are planning to send a group of ten persons not later than on the 10th
of November.

David: How long will they stay?

Pete: They prefer to be in London for eight days or seven nights.

David: Good. Have you got any comments on the topics of the
lectures?

Pete: On the whole the participants are quite satisfied with your
choice. But if you could add “Accounting in companies and banks” it
will be very good.

David: No problem. I’'m making a note of that. We have got a
very good lecturer.

Pete: And where will the lectures be read?

David: In one of the conference rooms of the hotel, where they
will stay. | mean the Sherlock Holmes Hotel in Baker Street.

Pete: I hope it is in the centre of London.

David: Oh yes. It is very close to Oxford Street and Madam
Tussaud's.

Pete: Very good. Then let’s make a break for lunch.

David: Not a bad idea!

14



Words and expressions

Shall we get down to business? [Tepexonum k nemy?

There are a few points to discuss. ||HyxHo 06cyauTh HECKOJIBKO BOIIPOCOB.

accounting OyXrajaTepCKuid y4eT ¥ OTYCTHOCTh

accountant Oyxranrep

10. Complete the dialogue and act out a similar one
— Good morning! I hope you ... hotel
— Thank you ... The hotel and ... We had a very nice ...

Everything was ...
— lalso ... night.

11. Match English and Russian equivalents

Now, shall we get down to business?

There are a few points to discuss.

What would you like to start with?

If you don’t mind let’s start with the time of
the Programme

We are planning to send a group of 10
persons in November.

How long will they stay?

They prefer to be in London for eight days.

Do you mean seven nights?

Hy»xH0 00CcyIuTh HECKOJIBKO
BOIIPOCOB

C uyero BbI X0TeIH OBl HAYATH?
Kaxk nonro onu 6yayt B Jlongone?
Br1 uMeeTe B BUy ceMb HOYEH ?

A Ternepb He NEPEUTH JIM HaM K
neny?

Onu xotenu Obl IPOOBITH B
JIoHIIOHE BOCEMDB JTHEM.

MpbI mi1aHupyeM HanpaBUTh TPYMITY
u3 10 genoBek B HOsAOpE.

Ecnu BeI HE BO3paxkaere, 1aBanTe
HAa4YHEM C BPEMEHU MPOBEICHUS
IPOrPaAMMBI.

12. Complete the dialogue and act out a similar one

— Now, shall we ...

— Yes, certainly. There are a few ... What ... start with?
— If you don’t mind ... time ... We are planning ... 10 ... not later

than on ...
— Howlong ... ?

— They prefer ... 8 ... or ... nights

13. Translate into Russian

— Have you got any comments on the topics of the lectures?

15



— On the whole the participants are quite satisfied with your
choice.

— But if you could add “Accounting in companies and banks” it
will be very good.

— No problem.

— I'm making a note of that.

— We have got a very good lecturer on this topic.

14. Complete the dialogues and act out similar ones

— Have you got any comments ... ?

— On the whole the participants ... choice. But if you could
add ... good.

— No problem. I’'m making ... We have got ...

— And where will ... be read?

— In one of the ... rooms ... where they will stay. | mean ...
hotel in Baker Street.

— | hope ... centre ...

— Oh, yes. Itis very close to ...

— Very good. Then let’s ... break ...

— Notabad ...

IV. BUSINESS TRIP
(IEJTOBASI TIOE3/IKA)

1. Read and translate the text given below

The coach brings the group of Russian businessmen participating
in the Programme for Russian bankers and foreign trade businessmen
to the hotel. It’s the Sherlock Holmes Hotel in the very heart of
London, near Oxford Street. The participants get out of the coach,
pick up their suitcases and go inside. Mr. Hill comes up to the
Receptionist.

David: Good morning. There is a reservation for a group from
Russia.

Receptionist: Good morning, sir. In whose name was the
reservation made?

16



David: It is International Management Group. Mr. Lvov and
nine more people.

Receptionist: Just a moment, sir... Yes, here it is. Four singles
and three twin rooms. Is that correct?

David: Absolutely.

Receptionist: Are they all staying for seven nights?

David: Yes, that’s right.

Receptionist: Will you ask the guests to fill in these forms,
please?

David: Andrew, can the participants fill in the forms in English?

Andrew: Almost all of them speak English and there is no
problem. As for the others I’ll naturally help them.

Andrew returns all the forms filled in to the receptionist and gets
the electronic keys to the rooms with the room number and the name
of the guest written on the key. Andrew distributes the keys and turns
to the receptionist again.

Andrew: May | have the Rooming List, please. It will be easier
for me to deal with my people, especially if they have some problems.
Sometimes such things occur.

Receptionist: Here is the List for you, sir.

Andrew: Thank you.

Receptionist: You are welcome. Enjoy your stay here.

David: Andrew, will you ask everybody to be here downstairs in
an hour, or at twelve o’clock. We shall have lunch at the restaurant.
Then let’s all meet in the conference room for introductions and some
announcements.

Words and expressions

to check into a hotel 3apETUCTPUPOBATHCS B TOCTHHHUIIC
to bring somebody to ... MIPUBE3TH KOTO-JIHO0 B...

twin room HOMED Ha 2 YeoBeKa

the forms filled in 3aItOJTHEHHBIC (POPMBI

to deal with somebody UMETh JICJI0 ¢ KeM-JTH00

to deal in something 3aHUMAThCS YEM-THO0
announcement 0ObsIBIICHUE

17



2. Insert articles

There is ... reservation for ... group from Russia. In whose name
was ... reservation made? Just ... moment, sir. Will you ask ... guests lo
fill in these forms, please? Can ... participants fill in ... forms in
English? For almost all of them there is no problem. As to ... others
I’ll naturally help them.

3. Insert prepositions

May | have the rooming list, please? It will be easier ... me to
deal ... my people. Will you ask everybody to be here an hour? Let’s
meet ... twelve o’clock. We shall have lunch ... the restaurant. Let’s
meet ... the conference room ... introductions and some
announcements.

4. Complete the dialogues and act out similar ones
— Good morning. There is a reservation ...

— Good morning, sir. In whose ...?

— ltis ... group Mr. Lvov and ..

— Justa... Yes, here ... Four singles and ... Is that ...?
— Absolutely.

— Are they ... 7 nights?

— Yes, that’s ...

— Willyou ... fill in ...

— Andrew, can in English?

— Almost all of them ... problem. As for the others

— May | have the Rooming ...? It will be easier for me to deal ...
especially .. problems. Sometimes ... occur.

— Hereis ...

— Thank you.

— You ... Enjoy...
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V. NATIONAL BUSINESS FEATURES
(HAOUOHAJVIBHBIE OCOBEHHOCTHU BU3HECA)

1. Read and translate the text given below

The Group of Russian businessmen participating in the
Programme for Russian bankers and foreign trade businessmen was
invited by David Hill (the organizer of the Programme) to one of the
conference rooms on the first floor of the hotel.

David: Ladies and gentlemen! First let me say a few words
about myself and the company who is the organiser of this
Programme.

My name is David Hill. I’'m Doctor of Economics. In the recent
past | worked for a foreign trade company and then for a bank. Now |
specialise in business management and in training businessmen from
East European countries. For some time | worked in Poland and
Hungary. Now I’m closely cooperating with Russia.

I’'m working for International Management Ltd. It’s a well
established English company specialising in business and computer
skills training. The Company also provides financial consulting and
business development. Here before you there are booklets on the
history and scope of activities of our company. You may certainly
keep these booklets.

Now I’ll be grateful to you if you could introduce yourselves in
just a few words.

Then each participant said a few words about himself or herself
in English or in Russian and Mr. Lvov acted as an interpreter.

Here is what of one of the participants said:

Mr. Hill, let me first thank you for the nice reception and for a
good beginning of the Programme. | hope the Programme will be a
success and we shall learn a lot of useful things.

My name is Oleg Pilov. I’'m financial manager of a department
in @ commercial bank in Moscow. And I'm especially interested in
topics relating to financing foreign transactions for small businesses.

After everybody made introductions Mr. Hill distributed the
Timetable of the Programme and invited the participants to have a
panoramic tour of London by private coach. The Russian speaking
guide told the Group a lot of interesting things about London and the
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participants enjoyed the sights. Many of them made pictures with their
cameras.

Words and expressions

well-established company MOJIO’KUTETHHO 3aPEKOMEH IOBaBIIIAst ce0s
¢bupma

booklet Oporrtopa

I’ll be grateful to you if Byny npusHaresneH, eciu BHI. ..

in a few words HECKOJIBKO CJIOB

to act as an interpreter BBICTYIIaTh B KAYECTBE MEPEBOAUNKA

to be a success MOJIb30BAThCS YCIIEXOM

to relate to something OTHOCHTH (Cs51) K 4eMy-JIN00

transaction cIenKa

2. Underline the verbs in the following sentences and say in
what tenses they are used

* Are you on business in London? How long have you been in
London? | was in London in 1996.

« We have just had lunch. They are still having lunch. We had
lunch at 8 o'clock.

» He works as a manager. He is working at this company. He
worked at this company from 1990 to 1995.

» He speaks fluent French. He is now speaking English. He
spoke for 3 hours at the conference.

3. Underline the answers true to the text

» On what floor was the conference On the ground floor.
room, where the participants met, On the first floor.
located? On the second floor.

* Did Mr. Hill speak for a long time? He said only two wolds.

He said a few sentences.

He spoke for two hours.

» About what did Mr. Hill speak? About himself only.

Only about his company.

About his company and himself.

» What did the group do after Mr. Hill ~ |They asked him a lot of questions.
introduced himself? They introduced themselves.
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» What paper did Mr. Hill distribute The Programme.

then? The Rooming List.

The Timetable.

» What tour did the participants make  [A panoramic tour of London.

then? A tour of Madame Tussaud's.
A tour of the Tower of London.

» Did the participants make any Yes, they did.

pictures? No, they did not want to.

No, they did not have any cameras.

4. Insert prepositions

Let me say a few words ... myself and the company who is the
organiser ... this Programme. I’m Doctor ... Economics. ... the recent
past | worked ... a foreign trade company and then ... a bank. Now |
specialise ... business management and ... training businessmen ... East
European countries. ... some time | worked ... Poland and Hungary.
Now I’m closely cooperating ... Russia.

5. Insert articles

 I'm working for IMD. It’s ... well established company
specialising in business training. ... company also provides financial
consulting. Here before you there are booklets on ... history and scope
of activities of our company. I’ll be grateful if you could introduce
yourself in just ... few words.

* Thank you for ... nice reception and for ... good beginning of ...
Programme. | hope ... Programme will be ... success and we shall
learn ... lot of things.

« I'm ... financial manager of ... department in ... commercial
bank in Moscow.

6. Complete these short speeches and act out similar ones

» Ladies and gentlemen! First let me say a few words about
myself and the company . My name is David Hill. I'm ... In the recent
past ... Now I specialise. . For some time | worked ...

* I’'m working for ... It’s a well established ... The company also
provides ... Here before you there are booklets ... You ... keep ... Now
I’ll be grateful ... introduce yourself ...
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« Let me first thank you for ... | hope .... success ... My name is
Oleg Pilov. I'm ... manager ... bank ... And I’'m especially interested ...
foreign transactions for small ...

7. Role play

« Imagine you are the Organiser of a training programme for
foreign participants in Russia.

» Write down the main points of the opening speech.

» Make the opening speech.

8. Read and translate the text given below

The three gentlemen have enjoyed their dinner and they are
preparing to leave the restaurant:

Pete: Thank you for the nice evening, David.

David: Likewise. | enjoyed everything very much. And I liked
the orchestra. | like Russian music immensely.

Pete: Very often they play English songs here. They sound
superb.

David: Then I was lucky to listen to Russian songs tonight. They
are more than beautiful....

The waiter comes up to Pete and hands the bill over to him.

David: Oh, let me pay the bill, Pete.

Pete: Oh, no. It will be my pleasure... And when can you come
to our office tomorrow?

David: Will ten o’clock be convenient to you?

Pete: Fine. Then Nick will pick you up tomorrow at ten to ten in
the lounge.

David: OK. See you tomorrow then.

Nick: Good-bye. See you tomorrow. I won’t be late | promise.

David: I hope I won’t be late either.

Pete: Have a good sleep. See you tomorrow.

Words and expressions

to make an appointment JIOTOBOPHUTHCS O BCTpEUEC
Likewise. 30. W1 5 6maromapro Bac.
iImmensely OYEeHbB, YPE3BbIYANHO

to hand the bill over to ... nepeaaTh CUer ...

Let me pay the bill. Paspemmre MHE OIIaTUTH CYET.
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Will ten o’clock be convenient to||10 yacoB Bac ycTpausaet?

you?
to pick up 3ae3XkKaTh 34 ...
He will pick you up at ten. OH 3aeneT 3a BaMH Ha MaIllMiHE 3aBTpa B

10 yacos.

9. Match English and Russian equivalents

Likewise. Onwu 3BydaT IpeKpacHo.

| like Russian music immensely.|Onu 6osiee 4em KpacuBEIE.

They sound superb. MHe mocYacTIUBIIIOCH MTOCTYIIATh PYCCKUE
TICCHH.

| was lucky to listen to Russian (1 mue toxe (M s ToXxe).

songs.

They are more than beautiful. |51 ouenp 1000 PYCCKYIO MY3BIKY.

: Very often... songs. They sound ...
.. Then | was lucky ... tonight. They ... beautiful.

10. Complete the dialogue and act out a similar one
P.: Thank you for ...

D.: L ... I enjoyed ... the orchestra. I ... immensely.

P.

D

1. Complete the dialogue and act out a similar one
.. Then Nick will pick ... lounge.

.. OK. See ... then.

.. Good-bye. See ... I won't...

.. Thope I won’t ... either.

.. Have a good ... tomorrow.

vOoOoZ207T0kFE

12. IlpeacraBbTe, 4YTO BbI 00egaeTe B PpecTOPaHe C
aHran4yaHuHoM. Kakue npemyioxkeHds U3 JUagora Bbl OBl
UCIIONB30Banu? Bemumunre ux. 3anummre MPeNjioKEHUs, KOTOpbIE
Obl BBl HMCIOJIb30BaJu JONOJIHUTEIBHO. Pa3bpirpaiiTe 3TOT AMAOr C
KeM-HUOY/b, KTO OyI€T UCTIOJIHATH POJIb aHTJIMYaHUHA.
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