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Unit1

Read Text 1 What do managers do?
and translate it into Russian. Use the Vocabulary list and a dictionary

Vocabulary list

approaches - moaxoipl

run - ympasJyisiTh

goals - nemu

pursue — mpecie0BaTh

provide - obecneyrBaTh

manufacture - mpou3BoaCTBO

deliver - pacipoctpansTh

achievee - focturaTth

gxecute - BBINIOJIHATH

elaborate pa3zpabaThiBaTh

organizational charts - opranu3anOHHbBIC CXEMBbI
designate -nHa3Hauathb

reside - HaxoQUTHCA

allocation - pacnpenenenue

accomplish - BemomHATE

establish - ycranasimuBath

performance standards - ctanzapTsl IPOU3BOCTBA
objectives - uean

measure - mepa

encourage - moompsTh

consume - moTpedIATh

compelling - yoemuTenbHbIi

empOoWer- yrmoJHOMOYHBATh

leveraging - sppexTHBHOE NCITOIB30BAHNE

coaches - mHacrtaBHUK, TpeHEP



counselor - coBeTHHK
watchdogs - cToposKeBbI€ IIChI
executioner - maiaq
retribution - Bo3zmesaue

accelerate - yckopsts

Text1
What do managers do?

There are two approaches to the functions of a manager: traditional and
environmental.

In the traditional approach managers perform the four classic functions of
management—planning, organizing, leading, and controlling.

* Planning: Running an organization is kind of like steering a ship on the ocean;

to get where you want to go, you’ve got to have a plan—a map—that tells you where
you’re headed. It’s the job of managers to develop the plans that determine the goals
an organization will pursue, the products and services it will provide, how it will
manufacture and deliver them, to whom, and at what price. These plans include
creating an organizational vision and mission and specific tactics for achieving the
organization’s goals.

Organizing: After managers develop their plans, they have to build an
organization that can put these plans into effect. Managers do this by designing
organizational structures to execute their plans (often building elaborate
organizational charts that divide an organization into divisions, departments, and
other parts and designate the people who reside in each position) and by developing
systems and processes to direct the allocation of human, financial, and other
resources.
 Leading: Managers are expected to lead their employees, that is, to motivate
them to achieve the organization’s goals—quickly and efficiently. Leadership is

considered to be the most important ingredient for a manager’s success.



Controlling: To accomplish their goals and the goals of the organization, managers
must establish performance standards based on the organization’s goals and
objectives, measure and report actual performance, compare the two, and take
corrective or preventive action as necessary.

The environmental approach says that managers and workers are entering into a
new kind of partnership that is forming the basis of a new reality in the workplace.
Today’s managers are discovering that they cannot command an employee’s best
work; they can, however, create an environment that encourages employees to want
to do their best work.

So, the new functions of management are:

* Energize: Today’s managers are masters of making things happen. The best
managers create far more energy than they consume. Successful managers create
compelling visions—visions that inspire employees to bring out their very best
performance—and they encourage their employees to act on these visions.

* Empower: Empowering employees doesn’t mean that you stop managing.
Empowering employees means giving them the tools and the authority to do great
work.

Effective management is the leveraging of the efforts of your team to a common
purpose.

* Support: Today’s managers need to be coaches, counselors, and colleagues instead
of watchdogs or executioners. The key to developing a supportive environment is the
establishment of a climate of open communication throughout the organization.
Employees must be able to express their concerns—truthfully and completely—
without fear of retribution. Similarly, employees must be able to make honest
mistakes and be encouraged to learn from those mistakes.

» Communicate: Communication is the lifeblood of every organization. Information
Is power, and, as the speed of business continues to accelerate, information—the right

information—must be communicated to employees faster than ever.



1. Find in the text the following words and word combinations:

BBITIOJTHATH (DYHKIIMH, yIIpaBieHUE OpTaHU3allMel, ONpeIeUTh 11eJId, BUICHHUE,
oco0as TaKTHUKa, COCTAaBUTb ILJIaH, IIOAPA3JACIICHUC, OTACII, YCITIOBCUCCKUC PCCYPCHI,
BBIIIOJIHUTD IIJIAH, JOCTUTATh LCJ/IN, YCTAHOBUTD IIPOU3BOJACTBCHHBIC CTAHIAPTHI,
MPUHUMATDH MPOYUITAKTUIECKIE MEPHI, TAPTHEPCTBO

2. Fill in the gaps with the following words:

Communication mission  partnership  motivate  concerns

1) Managers are expected to lead their employees, that is, to...... them to achieve the
organization’s goals—quickly and efficiently.

2) The environmental approach says that managers and workers are entering into a
new kind of...that is forming the basis of a new reality in the workplace.

3) The key to developing a supportive environment is the establishment of a climate
of open........ throughout the organization.

4) Employees must be able to express their ...... —truthfully and completely—
without fear of retribution.

5) These plans include creating an organizational vision and ...... and specific tactics
for achieving the organization’s goals.

3. Answer the questions:

1) What do the plans of a manager include?

2) What does leading means?

3) How can a manger energize people?

4) How one should empower people?

5) What does communication mean?

4. Translate the sentences into English:

1) PykoBomuTennn u paOOTHUKMA BCTYMAIOT B HOBBIM BUJl MApTHEPCTBA, KOTOPBIMA
SIBJISIETCS. OCHOBAHUEM JJIsl HOBOM peasIbHOCTH Ha paboyeM MecTe.
2) OTW IUIaHBI BKJIIOYAIOT CO3/JaHHWE OPTraHM3AIlMOHHOTO BHUICHUS W MHUCCHUU HU

KOHKPCTHYIO TaAKTUKY IJIS1 TOCTHUIKCHUA ueneﬁ OopraHu3aluu.



3) Ilocne Toro Kak MeHEIKEpHl pa3paboTany TMJaHbl, OHHU JOJDKHBI MOCTPOHTH
OpTraHMU3aINI0, KOTOPas MOKET MPETBOPHUTD TH IUIAHBI B KU3Hb.

4) PacmmpeHne TpaB W BO3MOXKHOCTEH paOOTHUKOB HE O3HAYaeT, YTO BBI
nepecTaHeTe YIpaBIIsTh.

5) OHu MOTYT, OJTHAKO, CO3AaTh CPEIy, KOTOPAs MOOMIPSET COTPYAHUKOB XOTETh
BBITIOJIHUTH CBOIO PabOTYy JyullIe.

6) CBs3b SBJISETCS UCTOUHUKOM >KU3HEHHOU CUITBI 000 OpraHu3aluu.

5. Match the functions and their content:

Organizing to encourage employees to act

Leading to give the right information

Communicating to establish a climate of open communication
Supporting to motivate to achieve the organization’s goals
Empowering to build charts that divide an organization into division
Planning to give the tools and the authority to do work
Controlling to create an organizational vision and mission

6. Say if the statement is true or false. If it is false give the right variant.

1) It’s the job of managers to develop the plans that determine the goals an
organization will pursue, the products and services it will provide.

2) Managers do this by designing organizational structures to execute their plans
(often building elaborate organizational charts that divide an organization into
divisions, departments, and other parts and fire the people who reside in each
position)

3) The best managers create far less energy than they consume.

4) Today’s managers need to be coaches, counselors, and colleagues instead of
watchdogs or executioners.

5) Employees must not be able to express their concerns—truthfully and

completely—without fear of retribution.



Unit 2
JOBS AND CAREERS

STARTING-UP
A. Discuss with your partners the motives which urge people to work.

B. Read the text below and discuss in class which ideas from the text you share
and which you don'’t.

What Are We Working for?

Have you ever asked yourself what you are working for? If you have ever had
the time to consider this taboo question, or put it to others in moments of weakness or
confidentiality, you might well have heard some or all of the following. It’s the
money of course, some say with a smile, as if explaining something to a small child.
Or it’s the satisfaction of a job well done, the sense of achievement behind the
clinching of an important deal. I worked as a bus conductor once, and can’t say I felt
the same as | staggered along the swaying gangway trying to give out tickets without
falling over into someone’s lap. It’s the company of other people perhaps, but if that
Is the case, what about farmers? Is it the conversation in the farmyard that keeps them
captivated by the job? “Work is power and a sense of status,” say those who have
either attained these elusive goals, or feel aggrieved that nobody has yet recognised
their leadership qualities. Or we can blame it all on someone else, the family or the
taxman. | suspect, and | say this under my breath, that most of us work rather as Mr.
Micawber (a character from Dickens’s novel “David Copperfield”) lived, hoping for
something to turn up. We’ll win the pools, and tell the boss what we really think.
We’ll scrape together the money and open that little shop we always dreamed of, or
go round the world, or spend more time in the garden. One day we’ll get that
promotion we deserve, but until then at least we have something to do. And we are so
busy doing it that we won’t have time to wonder why.

CHOOSING A CAREER
WORK AND EMPLOYMENT

Focus Vocabulary

career employment to earn / make money
job employer income

line employee promotion
occupation to employ to promote

position (the)unemployed profit

post unemployment salary




profession to achieve wages

trade to dismiss / to sack raise (AmE)
vocation to manage rise (BrE)
work to quit

to hand in/to give one's
notice to provide

to retire

to resign

resignation

Word Meaning
JOB - DO (FOR A LIVING) - OCCUPATION - POST / POSITION — BUSINESS — CAREER -
TRADE - PROFESSION - WORK - LINE - VOCATION

JOB Your job is what you do to earn your living.

You’ll never get a job if you don’t have any qualifications.

* She’d like to change her job but can’t find anything better.

Your job is also the particular type of work that you do.

» John’s new job sounds really interesting.

* [ know she works for the BBC but I'm not sure what job she does.
A job may be full-time or part-time (NOT half-time or half-day).

« All she could get was a part-time job at a petrol station.

DO When you want to know about the type of work that someone does,
(for a living) the usual questions are What do you do? What does she do for a
living? etc.

» What does your father do? - He’s a police inspector.

OCCUPATION Occupation and job have similar meanings. However, occupation is
far less common than job and is used mainly in formal and official
styles.

* Please give brief details of your employment history and present
occupation.

* People in manual occupations seem to suffer less from stress.

POST/POSITION | The particular job that you have in a company or organisation is your
post or position.

* She’s been appointed to the post of deputy principal.

* He’s applied for the position of sales manager.

Post and position are used mainly in formal styles and often refer to
jobs which have a lot of responsibility.

BUSINESS The general area of work that you are involved in.
» What business are you in? - Antiques, mostly.
* In our business the first rule is that the customer is always right

CAREER Your career is your working life, or the series of jobs that you have
during your working life.

« The scandal brought his career in politics to a sudden end.

« Later on in his career, he became first secretary at the British
Embassy in Washington.

Your career is also the particular kind of work for which you are
trained and that you intend to do for a long time.
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« | wanted to find out more about careers in publishing.

TRADE A trade is a type of work in which you do or make things with your
hands.

* Most of the men worked in skilled trades such as carpentry or
printing.

* My grandfather was a bricklayer by trade.

PROFESSION A profession is a type of work such as medicine, teaching, or law
which requires a high level of training or education.

« Until recently, medicine has been a male-dominated profession.

* She entered the teaching profession in 1987.

WORK A job you are paid to do or activity that you do regularly.
My father started work when he was 14.
* There isn't a lot of work at this time of the year.

LINE The kind of work someone does.
* What line of business is he in?
* He is in the building / retail, etc. line

VOCATION A job that you do because you have a very strong feeling that doing
this job is the purpose of your life.
* Teaching isn’t just a job it's a vocation

Ex. 1. Complete each sentence by using a word from the box. The words can be
used more than once

business job living work profession vocation trade career occupation line
post/position

. Please state your age, address, and in the space below.
. Mark makes his __ working as a journalist.

. There are a lot more women in the legal

. He was offered the of ambassador in China.

. The scandal destroyed his in publishing.

. As a teacher she feels she has finally found her

. The cost of has risen greatly over the recent years.

. I can’t come out tonight. I’ve got too much to do.

© 00 N O O B~ W N P

. Stop interfering! This is none of your

10. Kate has a very good in an international company.

11. I wish | had your - it sounds really interesting.
12. I didn’t realize we were in the same of business.

13. Most of the men worked in skilled such as carpentry or printing.

10



14. There are still too many people without . They worked very hard and

now they have their own

Ex. 2. Choose synonyms from the focus vocabulary.
1. to be out of a job / work

2. to hire, engage

3. to reach, realise (BrE) /- ize (AmE)

4. income

5. to direct, lead, guide

6. to throw out of work, to fire, to sack.

Ex. 3. Say in one word using the focus vocabulary.
1. a person who is employed

2. money that an employee receives for his / her work
3. a particular fitness or ability for certain kind of work
4. to appoint a person for a job

5. money paid for manual work

6. money which allows one to provide for a living

7. to leave one’s job or position

Ex. 4. Give as many collocations as possible matching the words from the two

columns. Note! use articles or pronouns where necessary.

to change to achieve post job hunting
to give to find work worker

to employ for to hold promotion profession
to dismiss from to quit employment rise / raise vocation
to look for to offer job living

to make to get employee

to earn to be cut out for | career

to do (for) to leave success

to lose to follow position

to recommend for to appoint

11



Ex. 5. Match the words from the two columns. Note! that there may be various

combinations

full-time boring worker
demanding office job
blue-collar brilliant employment
tough government business
high part-time career
frustrating competitive employee
factory rewarding position
hard odd work
seasonal low-status post
backbreaking challenging profession
white-collar flexitime

Ex. 6. A. Read and learn by heart the expressions connected with work.

to work shift-work (nights one week, days next) hours for work
to be freelance
to be on flexi-time (flexible working hours)

to work nine-to-five (regular day work)

to get the sack [thrown out of your job]

to be fired [more formal than ‘get the sack’; often used as a
direct address: ‘You’re fired!’]

to be dismissed [more formal than ‘be fired’]

to be made redundant [thrown out, no longer needed] to be
laid off [more informal than ‘made redundant’]

to give up work [e.g. in order to study]

to be on / take maternity leave [expecting a baby]

to be on / take sick leave [illness]

to take early retirement [retire at 55]

to be a workaholic [love work too much]

to be promoted [get a higher position]

to apply for a job [fill in forms, etc.]

to fall behind in one’s work [be late in doing something]

to work overtime/overnight [additional time worked/during
night]

to work full-time/part-time [regular employment/temporary
job]

to do odd jobs [occasional job]

reasons for not working

12



to have steady work [fixed, permanent job]

to take a day off [day free from work]

to ask for leave of absence [permission to be absent from
work]

to be on the dole/unemployment pay [government
unemployment pay]

to shirk work [avoid work]

to give smb (a week’s, a month’s, etc.) notice [to tell someone
that they must leave their job in a week, a month, etc.]

Using the expressions say what you think has happened/is happening.
Example: I'm not working now, the baby’s due in 3 weeks. She's on maternity
leave.

1. I lost my job. They had to make cutbacks. 2. He’s enjoying life on a pension,
although he’s only 58. 3. One week it’s six-t0-two, the next it’s nights. 4. | was
late so often, I lost my job. 5. I get in at nine o’clock and go home at five.

Ex. 7. Find sentences from the list on the right which paraphrase each of the

sentences on the left.

1. What do you do for a living? a) Why did you resign?
2. Is it a very rewarding job? b) What do you have to do exactly? (2
3. Do you get any perks? variants) c) Do you work for yourself or
4. Why did they sack you? are you employed by someone?
5. Are you in charge of recruitment? d) Why did they employ you?
6. Is it a very demanding job? e) Do you need any special training?
7. What does the job involve? f) Are you responsible for employing
8. Why did you hand in your notice? people?
9. How much do you earn? g) Is it very hard work?
10. Is it a skilled job? h) What is your salary?
11. Why did they take you on? 1) Why were you dismissed?
12. Are you freelance? j) What's your job?
13. What are your job responsibilities? k) What fringe benefits are there?
) Is it a very satisfying job?

13




VOCABULARY Focus

1. Here are some key words for the topic. Match the words in the left column with

their definitions on the right:

1) career
2) job

3) line

4) occupation
5) post/position
6) profession
7) trade

8) work

9) vocation

a) what you do to earn your living

b) is similar in meaning to job; however, is far less
common and is used mainly in formal and official
styles

c) a job that you do because you have a very strong
feeling that doing this job is the purpose of your life

d) a type of work in which you do or make things with
your hands

e) the type of thing that someone is interested in or
good at

f) a job you are paid to do or activity that you do
regularly

g) the particular job that you have in a company or
organization

h) a type of work such as medicine, teaching or law,
which requires a high level of training or education

1) your working life or the series of jobs that you have
during your working life

2. Complete the following sentences with the words from the exercise above.

1) Please, give brief details of your employment history and present ............... .

2) Writing books isn’t justajob —it’sa ............ .

3) The scandal brought his

........... in diplomacy to a sudden end.

4) She has applied for the .............. of staff manager.

5) Cosmonautics has always been a male-dominated ................ .

6) I was thinking of some job in the domestic ...................

7) Most of the men worked in skilled ............... such as carpentry or printing.
8) You can’t hope to get a good .............. without any qualifications.
9) This is a small place and there isn’t much ........ at this time of the year.
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3. Read the text below and pay attention to the words in bold.

a) What do you do?

To find out what someone’s job is you say ‘What do you do?’ Here, Kerstin
talks about her job:

‘I work for a large European car maker. | work on car design. In fact, | run
the design department and | manage a team of designers: 20 people work under me.
It’s very interesting. One of my main responsibilities is to make sure that new model
designs are finished on time. I’m also in charge of design budgets.

| deal with a lot of different people in the company. I’'m responsible for co-
ordination between design and production: | work with managers at our
manufacturing plants.’

b) Word combinations with ‘work’
If you work or have work, you have a job. But you don’t say that someone has
a work- Work is also the place where you do your job. Here are some phrases with
‘work’:
e Hi, I’'m Frank. I work in a bank in New York City. I leave for work at 7.30
every morning.
e | go to work by train and subway.
e | getto/arrive at work at about nine.
e [’'m usually at work till six.
e Luckily, I don’t get ill very much so I’m not often off work.

The economy is growing fast and more people are in work than ever before.
The percentage of people out of work has fallen to its lowest level for 30 years.

¢) Types of job and types of work

A full-time job is for the whole of the normal working week; a part-time job
is for less time than that. You say that someone works full-time or part-time.

A permanent job does not finish after a fixed period; a temporary job
finishes after a fixed period. You talk about temporary work and permanent work.

d) Words used in front of ‘job’ and ‘work’
All these words are:
e satisfying, stimulating, fascinating, exciting: the work is interesting and
gives you positive feelings.
e dull, boring, uninteresting, unstimulating: the work is not interesting.
e repetitive, routine: the work involves doing the same things again and again.
e tiring, tough, hard, demanding: the work is difficult and makes you tired.

15



4. Pierre is talking about his work. Correct what he says using words and word
combinations from 3 (a-d).

| work for a French supermarket company. (1) | work about the development
of new supermarkets. (2) In fact, | running the development department and (3) | am
manage for a team looking at the possibilities in different countries. It’s very
interesting. (4) One of my main is to make sure that new supermarkets open on time.
(5 I'm also charged with financial reporting. (6) | deal at a lot of different
organizations in my work. (7) I’'m responsible of planning projects from start to
finish. (8) 1 work closely near our foreign partners, and so | travel a lot.

5. Complete the text with one of the prepositions from 3b.

Rebecca lives in London and works in public relations. She leaves home for

work at 7.30 am. She drives (1) .....cccccue...e. work. The traffic is often bad and she
worries about getting (2) ................ work late, but she usually arrives (3) .................
work at around nine. She finishes work quite late, at about eight. ‘Luckily, ’'m never
ill,” she says. ‘I could never take the time (4) ......c............ work.” She loves what she
does and is glad to be (B) ................ work. Some of her friends are not so lucky: they
are (6) .....coeeevenne. work.

6. A great variety of occupations can be roughly divided into trades and professions.

Trades are occupations which demand a high level of manual skill and an
extended period of practical and theoretical training.

Professions are occupations which involve mainly intellectual, or brainwork,
and require a long period of higher education at university or an institution of similar
standard.

a. Here is a list of some occupations. Sort them out into two groups under the
headings.

trades, e.g. driver professions, e.g. musician

lawyer dentist hairdresser mechanic architect priest farmer
vet librarian  physiotherapist child-minder  police officer
accountant engineer scientist chef firefighter civil servant
tailor/dressmaker ~ designer  builder  carpenter  plumber

b. Add some more job-titles to these lists and compare your lists with those of
other students.

7. Some job-titles are found in a wide range of different places.

boss director manager executive administrator clerk

16



secretary skilled worker unskilled worker labourer
receptionist  public relations officer  safety officer economist
security officer union official personnel officer sales assistant
adviser  education officer research-worker supervisor

a. Check their general meaning in a dictionary. Then do the exercise below to
help you work out the more precise meanings.

b. Which of the job-titles above would best describe the following?

1) The person who represents the workers’ interests in disputes with the management
in a factory.

2) A person who has a high (but not the highest) position in a company and whose
job is to make important decisions.

3) An important person in a company who sits on the Board.

4) A worker whose job requires no special training.

5) A person generally in charge of the day-to-day administration in a company.

6) The person who makes sure there are no risks of accidents from machinery, etc.

7) A person whose job is to keep an eye on the day-to-day work of other workers.

8) A person who does hard physical work.

9) The person who handles applications for vacant posts.

10) The person who gives out information to the press for a company.

8. Complete these definitions.

1) An architect ...designs buildings . 5) A bricklayer ............
2) A university lecturer ................... 6) A stock broker .........
3) An accountant ..........cccoceeererinnenn, 7) A mechanic .............
A)Y AVEL ..o 8) A surgeon ..............

9) Alawyer ......cccccoevvveiieieiee e, 11) An economist .......
10) An engineer .........cccceeeveenen .. 12) A firefighter ........

9. Old and new ways of working

Read the texts below paying attention to the phrases in bold.

A

I’'m an office worker in an insurance company. It’s a nine-to-five job with
regular working hours. The work isn’t very interesting, but I like to be able to go
home at a reasonable time.

We all have to clock in and clock out every day. In this company, even the
managers have to, which is unusual!

NB: You also say clock on and clock off.
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B

I’m in computer programming. There’s a system of flexitime in my company,
which means we can work when we want, within certain limits. We can start at any
time before eleven, and finish as early as three, as long as we do enough hours each
month. It’s ideal for me as I have two young children.

NB: BrE: flexitime; AmE: flextime

C

| work in a car plant. | work in shifts. | may be on the day shift one week and
the night shift the next week. It’s difficult changing from one shift to another. When
I change shifts, | have problems changing to a new routine for sleeping and eating.

D

I’m a commercial artist in an advertising agency. I work in a big city, but I
prefer living in the country, so | commute to work every day, like thousands of other
commuters. Working from home using a computer and the Internet is becoming
more and more popular, and the agency is introducing this: it’s called teleworking or
telecommuting. But | like going into the office and working with other people
around me.

10. Which person 1) — 5) is most likely to do each of the five things a) —e) ?

1) A software designer in an Internet company. Has to be in the office.

2) An office worker in a large, traditional manufacturing company.

3) A manager in a department store in a large city. Lives in the country.

4) A construction worker on a building site where work goes on 24 hours a day.
5) A technical writer for a city computer company. Lives in the country.

a) work in shifts

b) work under a flexitime system

c) telecommute

d) commute to work

e) clock on and off at the same time every day

Ex. 11. Complete each sentence by using a word from the box

employ - employer - employee - unemployed - employment unemployment

1. We are a new interpreter from September 1.
2. Heis at present and is job hunting.
3. We were to do some seasonal job.
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4. My wouldn’t like me to be late.

5. Office are called white-collar workers.

6. Being a housewife is full-time

7. IS @ major social problem.

8. The are on the dole in the United Kingdom.

12. Five people talk about their jobs. Match the jobs (1-5) to the people (a-e) and put
the words in brackets into the correct grammatical forms.

1) accountant; 2) post woman; 3) flight attendant;
4) software developer; 5) teacher

a) Obviously, my work involves ................ (travel) a lot. It can be quite
physically ................ (tire), but I enjoy ............. (deal) with customers, except when
they become violent. Luckily this doesn’t happen often.

b) I like ............ (work) with figures, but my job is much less ........... (bore) and
routine than people think. The work ............. (involve) a lot of human contact and
teamwork, working with other managers.

c) Of course, it involves getting up quite early in the morning. But | like
............. (be) out in the open air. And | get a lot of exercise!

d) You’ve got to think in a very logical way. The work can be mentally
............. (tire), but it’s very satisfying to write a program that works.

e) I love my job. It’s very ............. (stimulate) and not at all ............. (repeat):
no two days are the same. It’s good to see the children learn and develop.

13. Choose the best variant.

Choosing a Job

One of the most difficult decisions is choosing what to do for a/- (1) work / living.
For example, do you want to follow a definite (2) business /career, and (3) earn
/gain a/- low (4) salary / money at the beginning, but have good (5) perspectives /
prospects in a company that trains its (6) employers / staff? Or are you more
interested in taking any kind of work, because you need a/an (7) income /money?
You may have to (8) come up with / face up to the fact that a good (9) work /job
can be difficult to find. In that case, why not take a (10) temporary / short one? You
will gain some useful (11) experiences / experience. Remember that even if you
have the right (12) qualifications / degrees, you may have to (13) turn down / fill in
lots of application forms before you are asked to (14) attend / make an interview.
But don’t worry if you don't know what you want to (15) work /do exactly. You'll
enjoy finding out!
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14. A. What are the most important factors for you in choosing or keeping a
job? Put the following factors in order of importance and then compare your list
with that of your partner's. Share your opinions using the model.

Model

It is important for me that | presupposes
my job provides
| would like the job that involves good salary etc
It should (not) excludes
be

- good salary or wages

- interesting and varied work, not boring and monotonous
- work which is useful to society

- good working conditions

- flexible hours

- opportunities to meet people

- friendly considerate management and colleagues

- opportunities to travel

- long holidays

- job security

- good career prospects

- bossing people

- dealing with children

- responsibility of your own

- working with nice people

- getting on with your boss

- the chance of promotion

- another factor - what?

B. In your opinion, which jobs or professions fit your criteria
Model

First of all, I tried to choose a | is interesting etc.
job which .... needs travelling ...
| preferred the profession requires living abroad...
which .... involves etc.

gives etc.

C. Does the job you hope to have fit them?

D. What jobs fit the criteria that you have selected above? Put them in order. Which
7-8 criteria were the most important for you while choosing your career? Share your
opinion with your friend. Give your reasons if necessary. Use the model of Ex. 13.
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Very boring

Very badly-paid

Give opportunity to meet people
Involve travelling

Require special qualification
Caring

Require using a computer
Involve the use of languages
Monotonous

Involve living abroad
Low-status

Require working indoors
Require wearing special uniform

Very interesting

Very well-paid

Give no opportunity to meet people
Don't involve travelling

Manual

Influencing people

Don't require using a computer
Don't require knowledge of languages
Varied

Don't involve living abroad
High-status

Require working outdoors

Suggest wearing beautiful clothes

Ex. 15. In team of three or four devise a list of

a) jobs which can be described as: full-time, part-time,9 to 5, temporary, seasonal,
backbreaking, demanding, frustrating, challenging, boring, tough, interesting, well-
paid, badly-paid, prestigious, rewarding

b) jobs requiring: an incredible responsibility, a good qualification, a rich
Imagination, an attractive appearance, a fine sense of humour, a good memory, a
refined taste, creativity, strength of body, stamina, a quick mind, tolerance, self-
discipline, self-confidence, full commitment, special skills (administrative,
managerial, communicative, other skills), leadership qualities

Ex. 16. Translate into English

1. - Tlouemy on yBomuicsa? - TpyaHo cka3zatb. OH ONBITHBIA U TPYAOJTIOOUBBIN
COTPYJIHUK, OJHAKO OH HE TMOJYYHJ MOBBIIMICHUS, KOTJla OCBOOOAMIACH JTOJKHOCTD
pykoBoautens otaena. 2. [Ipodeccus yunrens 6puia Obl OoJiee yBakaeMou, eciiu Obl
OHa Jy4lle oIulauMBaiack. 3. J{ns 3Toi paboThl HE HYXKHA ocolas KBaupukauus,
JOCTAaTOYHO MPOUTH KOPOTKUN KypC MOArOTOBKH. 4. UTo /it TeOs1 BasKHEE - clenaTh
XOpOILYI0 Kapbepy, WU MOCBATUTH cedst cembe? 5. Cmupumics Obl Thl CO CBOEH
MOHOTOHHOM, HEMHTEPECHOW paboTOoM, ecinu ObI OHA JydIlle OoIulauuBasiach? 6. JTa
JOJDKHOCTh HE JlaeT HUKAKUX MEpCreKTHUB. S mopaaro 3asBiieHUEe 00 YBOJIBHEHUU. 7.
Onumure Bamu cnyxeOHble 00s13aHHOCTU. 8. MasloBEpOSTHO, YTO OHA MPUMET
npeasiokeHne o noBbilieHnd. OHa U3 TeX JIIIeH, KTO N30eraeT OTBETCTBEHHOCTH. 9.
- Uem Bp1 3anuMmaerech? - K cokalleHHI0, y MEHSI HET NOCTOSHHOM paOoThl. MHe
MPUXOJUTCS BBITIOJIHSTH CIy4aliHble paOOThl: KOCUTh Fa30HbI, Pa3HOCUTh PEKIaMHbBIC
muctku u 0p. 10. IIpodeccust umxenepa tpedyer npusBanus. MHaue Tol Oyaemb BCO
’KU3Hb YYBCTBOBATb HEYAOBIETBOpeHHE OT cBoed paboTsl. 11. KTo He meuraer B
IOHOCTU cienath Onectsmryto kapbepy! 12. ¥V Mens ner amOunuii. CrokoiHas
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paboThI 32 MUCHMEHHBIM CTOJIOM, YIOTHasi 0OCTAHOBKA W MPUATHbIE, BHUMATEIIbHbBIE
KOJIJIETH - BOT BCE, YTO MHE HYKHO. KOHEUHO, HE OTKa)XyCh OT XOPOILIEH 3apILIATHI.
13. He nymaro, 4ro M3 HEro mnoJiyuutcs xopomwuii Bpady. OH paBHOAYIUHBIA U
HEBHMMATEIIBHBIA K JIIOJSM, CaMOBJIIOOJNICHHBIM dYenoBek. 14. S He mnpuBbIKIa
pabotath ¢ 9 nmo 5. MHe OBl XOTEJIOCh YCTPOUTHCS Ha pabOTy €O CBOOOHBIM
pacriopsiikoM aHs. 15. Mol OpaT - npeycreBaroluii BHEIITaTHBIN XKypHAIUCT. Ero
cTaThu MyOJMKYIOT MHOTHE Beaylue ra3eTsl.16. [lepenevarsiBath Bce 3aHOBO? DTO
Ke Mycras Tpara BpeMeHU. Tebe ciemyeT HayuuTbes paboTaTh Ha KOMIBIOTEpE, U
Torza Tede He MPUIETCS ITO AeNaTh.

17. Complete each sentence with a word from the list. The words can be
used more than once.

business job living work
a) Jack makes his .........c...coe..... working as a journalist.
b) She has just left to go to ................... , ’'m afraid.

c) They worked very hard and now have their own ...................... :
d) There are still nearly two million people without ...................... :
e) The cost of ................ has risen greatly over recent years.

f) Stop interfering! This is none of your ............cccccvveee. :

g) Lucy has a very good ................... in an international company.
h) I can’t come out tonight. I’ve got too much .................... to do.
1) Some ................. men came and dug a hole in the road outside.
DAnearly ......cooeveennenn, by Picasso was sold for £2,000,000.

18. Use the words in bold on the right to form a word that fits in the space
in the same line. Give your summary of the text.

a) Choosing the Right Career

Choosing the right career to suit your(0) personality personal
and one that lives up to your (1).... can be rather difficult.  expect
We usually take certain factors into (2) .... when consider
making such a (3) ......... First of all, what are decide
the (4) .......... of the job? You need to find out require
what (5) ............. are necessary before you hand in quality
your (6) ............ form. Then, think of your career apply
prospects and consider whether there is ample (7) ....  opportune
for (8) ........ Finally, you need to decide on the level promote
of (9) ....... you would be happy with and whether responsible
you will achieve a sense of job (10) ......... equal to satisfy
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the work you put in.

b) Leaving a Job

| recently left my job inan (1) ............. agency advertisement
after a disagreement with my boss. She accepted my

(2) oo but warned me that because of the resign
() TP situation, | might have to get used to the ~ economy
idea of being (4) ............... for a while. | thought employ
that she was trying to make a point, but after | had made

over fifty (5) ....... to other companies, | realised that apply

she was right. Although lama (6) ..... designer, qualifications
I didn’t receive any offers of a job. After that I tried

working from home, but it was not very (7) ............... profit
Then | became an (8) .......ccccvenee, in a fast-food employ
restaurant, even though my (9) ....... were extremely low. earn
| wish I had accepted early (10) ............. from my old job.  retire

That is what | disagreed with my boss about!

19. Complete each sentence with a word or compound word formed from
the word given.

a) Jack built hisown boatina............... in his garden. work
b) I don’t have a job, so I'm living on .............. benefit.  employ
c) Wecan’t .............. with these low prices. competition
d) Many pupils at ..... school have already chosen a career. second
e) This used to be a rural area but it has become .............. industry
... in our factories is falling because of absenteeism. produce
g) You won’t be paid much as a/an ............... worker, skill
h) The government is encouraging ........ in heavy industry. invest
1) Jim is very disorganised and not very ................ business
J) We would like details of your ............... on this form.  qualify

20. Choose the correct word underlined in each sentence.

a) Jim is a real craftsman and works on a boat/with his hands/for a low salary.
b) I had to call a plumber because my room was blacked out/flooded/cracked.
¢) If you are selling your house, you’ll need an advocate/a barrister/a solicitor.
d) Peter is an undertaker and goes to funerals/the stock exchange/the factory.
e) If you are an accountant you have to be good at figures/numbers/totals.

f) We were married by my uncle, who was the local father/official/vicar.

g) If you’re passing the vet’s, could you collect my carpet/cat/licence?
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h) Helen doesn’t work for a company, she’s freelance/liberated/unattached.

1) Most people would prefer a job/work/occupation which was near home.

J) The manager told David to make an application/invitation/interview for the
job.

21. Choose the most suitable word or phrase underlined in each sentence.

a) The building workers were paid their income/salary/wages every Friday.

b) She’s only here for three weeks. It’s a/an full-time/overtime/temporary job.
¢) When he retired he received a monthly bonus/pension/reward.

d) Apparently she earns/gains/wins over £20,000 a year.

e) While the boss is away, Sue will be in charge/in control/in place of the
office.

f) Could I have two days away/off/out next week to visit my mother?

g) Paul was always arriving late, and in the end he was pushed/sacked/thrown.
h) When | left the job, | had to hand in my application/dismissal/notice three
weeks beforehand.

1) How much exactly do you do/make/take in your new job?

j) If you have to travel on company business, we will pay your
costs/expenses/needs.

22. Decide which answer A, B, C or D best fits each space. Give your
summary of the text.

Choosing a Job

One of the most difficult decisions is choosing what to do fora (1) ......... . For
example, do you want to follow a definite (2) ..........,and (3) .......... alow(4).........
at the beginning, but have good (5) ........ in a company that trains its (6) ....... ? Or
are you more interested in taking any kind of work, because you need a/an (7)

..... 7 You may have to (8) .. . the fact that a good (9) .......... can be
d|ff|cult to find. In that case, why not take a (10) .. .... one? You w111 gain some
useful (11) .............. . Remember that even if you have the right (12) ............ , you
may have to (13) ................ lots of application forms before you are asked to (14)

.. an interview. But don’t worry if you don’t know what you want to (15)
...... exactly. You’ll enjoy finding out!

1) A) salary B) living C) employee D)work

2) A) company B) training  C) business D) career
3) A) earn B) gain C) win D) take

4) A) money B) profit C) cheque D) salary
5) A) promotions  B) prospects  C) futures D) hopes
6) A) employers B) crew C) staff D) persons
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7) A) money B) cash C) account D) income

8) A) face up to B) goover  C) come up with D) call off

9) A) work B) labour C) job D)seat

10) A) temporary ~ B) overtime C) profitable D) short

11) A) experiences B) experienced C) experience D) experiencing

12) A) qualifications B) exams C) letters D) degrees
13) A) fall through B) get on C) turn down D) fill in
14) A) be B) attend C)make D) advertise
15) A) work B) job C) do D) employ

23. Translate from Russian into English.

1) On ObL1 YBOJIEH MO COKPAIICHUIO IITATOB U TENEpPh KUBET Ha mocolue mo
oe3paborurie. 2) S He yBwiIMBaIlO OT pabOThl M TOTOB JelaTh BCE, YTO MHE
npemnoxar. 3) Tebe ciemyeT OoTHpOCUTBCA C padOTHI, YTOOBI BCTPETUTH JETEH B
aspornopty. 4) S nmogymeiBa0 0 TOM, YTOOBI YHTH C 3TON paboThl. MagoBeposTHO,
YTO S CMOTY TMOJIYYUTh 3J€Ch MOBbIIICHHE. 5) UTO BXOAUT B Ballld CIIy>KEOHbIC
o0s3anHOCTH? — PaboTa ¢ mo4Tod M OTBETHl Ha 3BOHKHM KJIMEHTOB. 6) DTa paborta
TpebyeT BbhIcOKOM KBanupukanuu. Tebe npuaeTcs mporuTH crienuaibHble Kypehl. 7) S
CUMTAar0, 4To Ipodeccuro HYKHO BBIOMpATh MO MpuU3BaHUIO. B mpoTHBHOM ciyuae
TPYAHO OYAET MOJYyYUTh YJOBJETBOPEHUE OT CBOEW paboThl. 8) POH — uecTHBIN,
YMHBIH, OTBETCTBEHHBI pPAaOOTHUK U, HECOMHEHHO, 3aCJIy’KHUBACT MOBBIIICHUS
oknana. 9) IlpuexaB B ropoja, OH HECKOJIBKO MECSIIEB MEepeOUBAJICS CIyYalHBIMU
3apaboTKaMu, MPEXKJE YeM Halled MOoCTOsHHyIo padoty. 10) B mobom ciyuyae BbI
MOJIYyYUTE YBEAOMIJICHUE 00 YBOJIbHEHUHU HE TIO3/IHEE, UeM 3a JBe Henenu. 11) YV Hero
€CTh BCE JaHHbIE, YTOOBI C/eNiaTh OJECTAUIYI0 Kapbepy B IOPUCIPYICHLUH: YM,
3HAHMS, YECTONIIoOHe, 1eneyCcTpeMIeHHOCTh U 3Heprus. 12) He B MoeM xapaktepe
pabotath ¢ 9 110 5. S npeanounTaro ruOKui rpaduk.
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Unit 3

Read Text 3 and translate it into Russian. Use the Vocabulary list and a
dictionary.

Vocabulary list
mandating - o0s3aTeIbHbBIN
pep rally - pammm
COErcion - mpuHyXICHHE
unleashing - pa3Bs3biBanue
turf - Topd
sugarcoat - npuyKkpacuThb
engage - 3aHuMaThbCs
implement - ocyrecTBIsTH
put them on the back burner — monoxuTh B 10ATHIA SIIKUK
buy-in — BBIKYIT COOCTBEHHBIX aKIIUH
favor - GiaronpusTCTBOBAaThH
short-term gain - kpaTkocpo4YHas IPUOBLIH
evaluation - orienka
implicit - HesBHBII
holistic concern - 03a6oueHHOCTB
Text 3

Energizing employees

Wouldn’t it be great if you could get the very best from your employees each and
every day? Well, we have some good news for you: You can get the very best from
your employees every day of the week. But you can’t do it by mandating that your
employees give their very best from this day forward, with the occasional pep rally or
morale-building meeting, or by threats or coercion. The secret to making this happen
Is energizing your employees—unleashing the passion and talent that resides deep

within them.

What can managers do to help unleash the passion and talent in their employees,

in short, to energize them? Here are some suggestions:

*Develop a clear vision for where you want the organization to go, and then be sure

to communicate the vision widely and often.
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*Don’t be a prisoner to your office; be sure to regularly visit the people who work for
you on their turf and to encourage and inspire them.

*Be honest and truthful with your employees at all times; don’t sugarcoat the truth in
an attempt to soften the blow of difficult news.

*When you make a promise, be sure to keep it. At the same time, be sure that you
don’t make promises that you can’t keep.

» Ask for and listen to your employees’ ideas and suggestions, and, whenever
possible, engage them in the process of implementing those ideas and suggestions.

* Be sensitive to your employees’ needs at work, and ensure that the work
environment is conducive to your employees doing their best work.

What are you doing to energize your employees? Do you really know what your
employees want? Are you responding to your employees’ needs, or are you putting
13 them on the back burner—either deferring these decisions until later or hoping
they go away altogether?

Remember, employees are your most important resource—a resource that is much
more productive when it is energized.

**k*k

Now let’s have a look at the Japanese management style. Briefly, the core of what
Is known as the Japanese style of management comes from an emphasis in Japanese
society on building consensus in group decision making. In Japanese business (as in
Japanese society), the group comes before the individual. Managers are, therefore,
expected not to command employees but to lead them by consensus. In general,
Japanese managers encourage their employees to make suggestions for improvement
and to participate in an organization’s decision-making process—much more than in
most American organizations. They take time to create buy-in, which then allows
them to implement decisions much faster after a decision is made.

They also tend to favor the development of long-term relationships and strategies
over short-term gain. In his book, Theory Z: How American Business Can Meet the
Japanese Management Challenge William Ouchi noted the following characteristics
of Japanese organizations: lifetime employment (this has become difficult for many
Japanese companies in recent years), slow employee evaluation and promotion, non-
specialized career paths, implicit control mechanisms, collective decision making,
collective responsibility, and holistic concern for the employee as a person.

Tasks to Text 3
1. Find in the text the following words and word combinations:

XPaHUTHCS TIyOOKO BHYTPH, TOHECTH (MHPOPMALIKIO) 10 KOTo — 100,
3aKJIFOUEHHBIH, BIOXHOBHUTbH, CMSTYUTH YJap, AaBaTh oO€lIaHHe, CAepkKaTh CIOBO,
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BOBJICKATh, MPEIJIOKEHUE, YOSAUTHCS, UYBCTBUTEIBHBIN, YIydllleHUE, IPUHUMATh
y4acTue, MOKU3HEHHAs 3aHATOCTb.

2. Fill in the gaps with the following words:
turf passion resource command  implementing conducive

1) Be sure to regularly visit the people who work for you on their .... and to
encourage and inspire them.

2) The secret to making this happen is energizing your employees—unleashing the
..... and talent that resides deep within them.

3) Employees are your most important ....—a resource that is much more
productive when it is energized.

4) Managers are, therefore, expected not to ..... employees but to lead them by
CONsensus.

5) Engage them in the process of ..... those ideas and suggestions.

6) Ensure that the work environment is ..... to your employees doing their best
work.

3.Translate the sentences into English

I)BBI MOJKCTC IIOJIYYUTb CaMOC JIYUHIICC OT BAlIUX COTPYAHUKOB Ka)I(IIBIﬁ JCHDb
HCIOCIIN.

2)Y0enutech, 4TO B HE JlaeTe 00€IIaHnii, KOTOPhIE HE MOYKETE BBIMOJHUTh. OHU
TPaTAT HEKOTOPOE BpEeMsl, 4TOOBI CO3AaTh 3aNHTEPECOBAHHOCTD, KOTOPAs
MTO3BOJISIET UM BHEJPHUTH PEIICHUS TOpa3o ObICTpee, MOCIe TOTO, KaK OHO
IPUHSITO.

3)VY HuX npociexXuBaeTCs TEHACHIIMS CIIOCOOCTBOBAThH Pa3BUTHIO JTOJITOCPOYHBIX
OTHOUIECHHWM U CTPATETUN BMECTO U3BJICYEHUS KPATKOCPOUYHOM BBITOJBI.

4)He OynpTe 3aKJIFOYCHHBIM B BallieM KaOUHETE; 00s13aTeIIbHO PETYJIISPHO
MOCEeIIATe JI0JIeH, KOTOpbIE padOTalOT AJIs BAC, HA UX TEPPUTOPHUH, a TAKKE
MOOILIPANTE U BIOXHOBIISUTE HX.

5)CekpeToM OCYIIECTBICHUS TaHHOU 1I€JIH SBJISETCS aKTUBU3AIIMS BallIUX
COTPYJHHUKOB — PACKPBITHE CTPACTH U TAJIAHTa, KOTOPHIE CIPSATAHBI B TIIyOHMHE HX
JINYHOCTH.

4. Say if the statement is true or false. If it is false give the right variant.
1)Be sure to communicate the vision widely and often.

2) Don’t sugarcoat the truth in an attempt to soften the blow of pleasant news.
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3) Employees are your most important resource—a resource that is much less
productive when it is energized.

4) Managers encourage their employees to make suggestions for improvement and
to participate in an organization’s decision-making process.

5) They take time to create buy-in, which then allows them to implement
decisions much slower after a decision is made.

5. Find in the text the predicates in the Passive Voice
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Unit4

Read Text 4 and translate it into Russian. Use the Vocabulary list and a
dictionary.

Vocabulary:

Impersonal — 6e3mu4HEbI
Opportunities — BO3MOKHOCTH
Competitors —KOHKypEHTHI
Objectives — nenun

Relations — otHOMmIEHUS
Responsible — orBeTcTBeHHBII
Employees — corpyaauku
Achievements — noctuxeHus

What is management?

You want me to explain what management is?

Well, I guess | can manage that! Actually, management as we understand it today
Is a fairly recent idea.

Most economists in the eighteenth and nineteenth centuries, for example, wrote
about factors of production such as land, labour and capital, and about supply and
demand, as if these were impersonal and objective economic forces which left no
room for human action. An exception was Jean-Baptiste, who invented the term
‘entrepreneur’, the person who seesto use resources in more productive ways.
Entrepreneurs are people who are alert to so-far undiscovered profit opportunities.
They perceive opportunities to commercialize new technologies and products that
will serve the market better than it is currently being served by their competitors.
They are happy to risk their own or other people’s capital. They are frequently
unconventional, innovative people. But entrepreneurship isn’t the same as
management, and most managers aren’t entrepreneurs.

So, what’s management?

Well, it’s essentially a matter of organizing people. Managers, especially senior
managers, have to set objectives for their organization, and then work out how to
achieve them. This is true of the managers of business enterprises, government
departments, educational institutions, and sports teams, although for government
services, universities and so on we usually talk about administrators and
administration rather than managers and management. Managers analyse the
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activities of the organization and the relations among them. They divide the work into
distinct activities and then into individual jobs. They select people to manage these
activities and perform the jobs. And they often need to make the people responsible
for performing individual jobs which form effective teams. Managers have to be good
at communication and motivation. They need to communicate the organization’s
objectives to the people responsible for attaining them. They have to motivate their
staff to work well, to be productive, and to contribute something to the organization.
They make decisions about pay and promotion. Managers also have to measure the
performance of their staff, and to ensure that the objectives and performance targets
set for the whole organization and for individual employeesare reached. Furthermore,
they have to train and develop their staff, so that their performance continues to
Improve. Some managers obviously perform these tasks better than others.

Most achievements and failures in business are the achievements or failures of
individual managers.

Exercise 2. Answer the questions:
. Management as a term was known long ago, wasn’t it?
. Who invented the term “entrepreneur”?
. Who are entrepreneurs? What do they do?
. Is entrepreneurship the same as management?
. What are manager’s duties?
. Manager’s duties differ depending on the type of organisation, don’t they?
. What personal qualities should a good manager possess?
. Who should motivate staff a manager or CEO?
. Why should managers train their staff?
10. Who are responsible in most cases for failures of a business?

© 0O ~NON WK bW -

Exercise 3. Guess the meaning of highlighted words, first match them with the
definitions and then put them into the sentences:

Definitions:

1. Something important that you succeed in doing by your own efforts.

2. Official connections between countries, companies, organisations etc.

3. Someone who is paid to work for someone else.

4. A chance to do something or an occasion to do something.

5. Method, product, practice etc. has been use for a long time and is considered the
usual type.

6. The process of making or growing things to be sold, especially in large quantities.
7. To succeed in achieving something after trying for a long time.

8. Something that you trying hard to achieve, especially in business or politics.
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9. A person, team, company etc. that is competing with another.

10. Not showing any feelings of sympathy, friendliness etc.

11. Having a duty to be in charge of or to look after someone or something.
Sentences:

. Managers should set specific .................. for their teams.

. More women are .................. positions of power in public life.

. Business letters don’t have tobe .................. and formal.

.Hisgreat .................. is to make all the players into a united team.
.Whenthe.................. for a promotion come I want to be ready.

. Internet connections through .................. phone lines are fairly slow.
Teoeiiiiiiiiiins between workers and management are generally good.
8. The new model will go into .................. next year.

9. The shoe factory has the largest number of .................. in this area.
10.Last year they sold twice as many computers as their ..................

AN DN B W=

I11.Heis .....coeuvennnnn, for recruiting and training new staff.
Exercise 4. Find the English equivalents for the following word combinations:

. IOCTaTOYHO HEJIABHUMU

. CIIPOC U TIPEIIOKECHHE

. ICCTBUS YEJI0BEKA

. HEpaCKphITasl BHIT0/1a

. PICKOBATh CBOUM KaIUTAJIOM

. BBIpaboTaTh CrIOCO0 TOCTUKEHUSI (1IeJICH )
. 00pa3oBaTeNbHbIE YUPEKICHUS

. ICATEIBHOCTD OpTraHU3aINH

O 0 1 N L B W N —

. BBITIOJIHATH paboTy

10. BHOCHUTB BKJIaJl B OpraHU3aIUIO
11.06ecnieunBaTh/TapaHTUPOBATH, YTO 1IEJIN JOCTUTHYTHI
12. mpomomKaTh yaydiaThCs

Exercise 5. Match the words from the text (column A) with their synonyms
(column B) and their antonyms (column C)

Column A Column B Column C
Recent apparently Customary
Objective Creative Doubtfully
Opportunity separate Misfortune
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commercialize impartial block
innovative examine Buy
analyse chance silence
Individual Current Neglect
communication advance Old
promotion Advertise Together
obviously conversation subjective

Exercise 6. Find the following pronouns in the text. What nouns do they refer

to?

. Well, I guess | can manage that!

. ... as if these were...
. ... who are alert...

. They perceive opportunities. ..

. ... for their organization ...

. relations among them.

1

2

3

4

5. Well, it’s essentially...
6

7

8. They select people...
9

. ... responsible for attaining them.

10. ... develop their staff, so that their performance...
Exercise 7. Speak about functions a good manager should perform. Who do you

think are better managers men or women? Why? Give your reasons. Compare your
opinion with other students’ opinions.
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Unit 5

Read Text 5 and translate it into Russian.

TEXT5
Pre-Reading

Interviews may be carried out in one-to-one situation; or a group of
interviewers may interview a single candidate; or a single interviewer may interview
a group of candidates.

Discuss the following questions.

1) Which type of interview do you think is most common? Why?

2) What are, in your opinion, advantages and disadvantages of each type?

3) Which type of interview requires of an interviewer to be particularly skilled
to select the right candidate?

4) What is your idea of a successful (efficient) interview for both an
interviewer and an interviewee?

Reading
Read through the text “Your First Job Interview” and do the exercises that
follow.

Your First Job Interview

With unemployment so high, and often scores of applicants chasing every job,
you have to count yourself lucky to be called for an interview. If it’s your first, you’re
bound to be nervous. (In fact if you’re not nervous maybe your attitude is wrong!)
But don’t let the jitters side-track you from the main issue — which is getting this job.
The only way you can do that is by creating a good impression on the person who is
interviewing you. Here’s how:

Do

Find out as much as you can about the job beforehand. Ask the job centre or
employment agency for as much information as possible.

Jot down your qualifications and experience and think about how they relate to
the job. Why should the employer employ you and not somebody else?

Choose your interview clothing with care; no one is going to employ you if you
look as though you’ve wandered out of a disco. Whether you like it or not,
appearance counts.

Make sure you know where the interview office is and how to get there. Be on
time, or better, a few minutes early.
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Bring a pen; you will probably be asked to fill in an application form. Answer
all the questions as best as you can. And write neatly. The interviewer will be looking
at the application during the interview; he or she must be able to read it.

Have a light meal to eat, and go to the toilet. If you don’t, you may well be
thinking about your inside during the interview.

Don’t

Ever walk into the interview chewing gum, sucking on a sweet or smoking.

Forget to bring with you any school certificates, samples of your work or
letters of recommendation from your teachers or anyone else you might have worked
part-time for.

Have a drink beforehand to give you courage.

The interview

The interview is designed to find out more about you and to see if you are
suitable for the job. The interviewer will do this by asking you questions. The way
you answer will show what kind of person you are and if your education, skills and
experience match what they’re looking for.

Do

Make a real effort to answer every question the interviewer asks. Be clear and
concise. Never answer ‘Yes’ or ‘No’ or shrug.

Admit it if you do not know something about the more technical aspects of the
job. Stress that you are willing to learn.

Show some enthusiasm when the job is explained to you. Concentrate on what
the interviewer is saying, and if he or she asks if you have any questions, have at least
one ready to show that you’re interested and have done your homework.

Sell yourself. This doesn’t mean exaggerating (you’ll just get caught out) or
making your experience or interests seem unimportant (if you sell yourself short no
one will employ you).

Ask questions at the close of the interview. For instance, about the pay, hours,
holidays, or if there is a training programme.

Don’t

Forget to shake hands with the interviewer. Smoke or sit down until you are
invited to. Give the interviewer a hard time by giggling, yawning, rambling on
unnecessarily or appearing cocky or argumentative.

Ever stress poor aspects of yourself, like your problem of getting up in the
morning. Always show your best side: especially your keenness to work and your
sense of responsibility.

After the interview

Think about how you presented yourself: could you have done better? If so,
and if you do not get the job, you can be better prepared when you are next called for
an interview. Good luck!
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Post-Reading

A. Mark these sentences as T (true) or F (false) according to the information in
the text.

1) Find out as much information as you can about the job and the company.
2) Arrive early for the interview.

3) Make a list of reasons why you are suitable for the job.

4) Have something to eat before you go to the interview.

5) Go to the toilet before the interview.

6) Have a drink before the interview.

7) Take all your certificates and letters of recommendation with you.

8) Admit your ignorance if you don’t know about the technical aspects of the
job.

9) Show your best side only.

10) Shake hands with the interviewer.

11) Tell the interviewer about your shortcomings.

12) Ask about the pay you’ll get if you’re successful.

B. On the left are the words and phrases from the text. Study their meanings in
the context and match them with their equivalents on the right.

1) scores of a) nervousness

2) chasing b) over-confident

3) count yourself c) be found to be lying

4) the jitters d) a large number of

5) side-track e) making smth seem larger, better
6) issue f) running after

7) jot down g) consider yourself to be

8) concise h) be too modest

9) exaggerating 1) talking for too long

10) get caught out J) note down

11) sell yourself short K) distract

12) giggling ) giving much information in a few words
13) rambling on m) argument

14) cocky n) laughing in a silly way

C. Discuss these questions:

1) Do you think it is worth getting ready for a job interview beforehand? Why?
2) In what way does your appearance count at the interview? 3) What papers may
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prove to be very helpful if you bring them to the interview? 4) What details in the text
hint that good manners are welcome? 5) How do you understand the phrase ‘Sell
yourself’? 6) What should the candidate convince the interviewer of, if he/she wants
to get the job? 7) Which piece of advice do you find most useful and least useful?
Why? 8) How important are job interviews in your country?

Some tasks on vocabulary
Companies and offices
1. KP Recruitment hasn't been in business for very long. Itis __ company.
a) an upcoming b) a well-established c) a multinational

2. The media are reporting the unexpected-------- - between JG Construction pic and
Design It.

a) merge b) merger c) merged
Finance

3.Sales have continued to go down over the last few months - they’ve to
10,000 units per month.

a) dropped b) increased c) evened out

4. We don’t make much money on those products, but we do on the E754 - it’s quite-

a) profit b) profitable c) profitably
Human resources
5. Helmut is only 59, but he’s already planning what he’ll do during his .
a) retirement b) pension c) application

6. JP Electronics looks after its staff — all have good salaries and
opportunities for training.

a) employees b) employers c¢) employment

Logistics

7. The goods are being loaded onto the lorry, about to be

a) delivered b) dispatched c) ordered

8.Ourusual___ has let us down, so we are looking for a new one.
a) supply b) supplier c) supplies
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Meetings and conferences

9. Linda took notes in the meeting, so she is typing up the
a) minutes b) handouts ¢) agenda

10. Areyou ableto  the meeting tomorrow?

a) attendance b) attendee c) attend

People and places

11. The Head of Production speaks to workersonthe  every day.
a) office b) factory c) shop floor

12. Helen currently a team of 12 people.

a) manages b) managers c) managed

Planning

13. We should not open any more offices. However, we need to and produce
a wider range of goods.

a) downsize b) diversify c) expand

14. Next year’s results aren’t ------------ - we had good results last year, but bad
ones this year.

a) predictable b) predict c) prediction

Production and processes

15. Eduardo earns more money if he works the night
a) stock b) shift c) batch

16. We’re planningto ~ more to meet demand.

a) produce b) product c¢) production

Projects and teams

17.Have we gota__ ? We need to know the start and end dates for the project.
a) specification b) deadline c) schedule

18. Before starting the project, we need_ of costs.

a) estimate b) an estimation c) estimated

Sales and marketing

19. We’re  the advertising campaign in May this year.
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a) promoting b) inquiring c) launching

20. GlobePharm pic is reducing its prices to remain___

a) compete b) competition ¢) competitive

Telephone and e-mailing

21. 'monatrain. IfI "1l call you back.

a) get cut off b) get through c) leave a message

22. Please refer to the prices inthe_ document.

a) attach b) attachment c) attached

Training

23. How many___ are there on each day of the training course?
a) programmes b) exams c) sessions

24. This course should help participants_ writing skills.

a) develop b) development c) developed

25. We’re very busy this week. Can you work ...........ccoeeueee. ?

a) extra time b) supplementary time c) overtime d) double time
26. | succeeded in my job through sheer hard ....................... :

a) work Db) labour c) industry d) effort

27. Catherine works for a/an ................... engineering company.

a) main b) forefront c) outgoing d) leading

28. I’m thinking of changing my job because there are few ............. of promotion.
a) prospects b) opportunities c¢) chances d) sources

29.Bill hasareal ................ for looking after handicapped children.
a) career b) post c) inspiration d) vocation

30. Ruth is looking for a new .................. at the moment.

a) vacancy b) appointment c) condition d) employment

31. I am well-qualified and have completed a ..... in graphic design.
a) lesson b) curriculum c) course d) timetable

32. In our company | am afraid there is very little ...... to work hard.
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a) inspiration b) advantage c) gain d) motivation

33. The government is building a nuclear power .............. not far from here.
a) works b) factory c) station d) industry

34. It’s not very interesting work, but at least it’s a .................... job.

a) regular Db) continuous c) firm d) steady

35. He has all theright .................. for the job.

a) certificates b) degrees c) diplomas d) qualifications

36. A doctor is a member of a respected .................... :

a) occupation  b) profession c) trade d) work

37. It’s wise to think about choosing a ................. before leaving school.
a) business b) career c) living d) profession

38. If you want a job you have to ............ccu....... for one.

a) applicate b) apply c)ask d) request

39. You’ll probably have to .................... an application form.

a) fill down D) fill in c¢) fill on d) fill through

40. All the members of our .................... are expected to work hard.

a) personal b) personnel c) staff d) gang

41. If you’re a(n) ............. you have to do what your boss tells you.

a) director b) employee c) employer d) manager

42.You can earn more money by working ............c.ccev..... :

a) extraordinary hours b) overhours c) overtime d) supplementary hours
43. She was ..........cocu..... after three years with the company.

a) advanced b) elevated c) promoted d) raised

44. An apprentice is required to do several years’............... .

a) coaching b) education c¢) formation d) training

45. In Britain, people are usually unwilling to tell other people how much they
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a) deserve b)earn c)gain d) obtain

46. A retired person is paid a ............... :

a) grant b) pension c) rent d) scholarship

47. According to everyone in the ............. , she is a very good boss.
a) apartment b) compartment c) department d) employment
48. Some of my work is quite interesting, but a lot of it is just ....... :
a) habit b) practice c) routine d) tradition

49. If you are paid monthly, rather than weekly, you receive ....... :
a) revenue b)areward c)asalary d)wages

50. The purpose of running a business is to make a ................... :

a) contribution b) money c) profit d) service
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UNIT 6
Exercise 1. Read the text and do exercises after it.
Vocabulary list:
Customer — KJIMeHT, MOKyNaTeb
Utilize — ucroap30BaTh, IPUMECHSTh
Ensure — obecieunBaTh, rapaHTUPOBATH
Promotional events — pekitaMHbIe MEPOIIPUATHS
Share — nenuth, paznenath
Specifications — xapakrepucTuku
In particular — B wacTHOCTH
Sample — obpas3err; mpocToii
Feedback — obpaTHas cBs3b

Convincing, persuading — yoeauTeIbHbI#

How to Promote a New Product & Marketing Activities

Getting a new product out for customers to see and try out is the first step in
selling that product successfully. Even the best product will do little good for the
public if they do not know it exists. Therefore, business owners or marketing
professionals must utilize various marketing techniques to guarantee that the right
audience knows about the product and that they receive the knowledge as effectively
as possible. Fortunately, there are a number of fairly simple marketing opportunities
for spreading the word and ensuring sales.

Step 1

Offer promotional products. The majority of people love freebies, and creating an
event at which you give away products is more likely to draw customers that might
not otherwise have been interested. In addition, a promotional event creates an
opportunity for you to send out a press release about the event - as well as the product
- and thus utilize the local media outlets, such as newspapers and news programs, for
getting the word to the public.

Step 2

Order printed promotional material that shares information about the products.
Printed promotional material can range from simple flyers to more elaborate
pamphlets that detail product specifications. In addition, business cards can be an
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excellent marketing tool. If the company features one product in particular, the
business card can note that the company is home of the product; or something
along those lines, to keep the connection in mind for customers. And be sure to hand
out as many of these printed promotional items as possible, to reach the widest
desired audience.

Step 3

Create sample sizes of products and offer them to those who can review the
products and offer feedback or a positive response. Focus on sending the samples to
those with credibility in the industry, such as professionals or experts whose feedback
will have more effect on convincing customers to try the product.

Step 4

Collect testimonials from customers who have used and enjoyed the product.
Testimonials can be a powerful tool for convincing potential customers to take the
plunge, because they create the link between customers who trust the opinions of
others like themselves. Suppose, for instance, that you have designed and are
marketing a new range of hand lotion. Testimonials from customers can be powerful
for persuading others to pass by more familiar names to use your product. What is
more, testimonials that speak to specific cases such as reduced psoriasis or
elimination of chapping on hands can help to convince others with similar concerns.

Exercise 2. Answer the questions:

1. What are the reasons for getting a new product for customers to see and try?
2. What are the steps of promoting a new product?

3. What opportunities do promotional events create?

4. What types of promotional materials are mentioned in the text?

5. What is the main principle concerning the informational items?

6. What audience is preferable when sending the samples?

7. Why testimonials can be a powerful tool in the product promotion?

Give three reasons.

Exercise 3. Mark the statements as true of false. Correct the false ones.

1. It’s necessary to combine different marketing techniques to succeed in product
promotion.

2. Customers are usually not interested in promotional events.

3. Media resources are not really effective for getting the word to the public.

4. There is a variety of printed promotional materials.

5. A business card is one of the effective promotional tools.

6. Product samples should be sent to the widest audience, no matter the response.

7. Positive testimonials may convince consumers to buy the product.
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8. The testimonials that speak to specific cases usually arouse suspicion.

Exercise 4. Guess the meaning of highlighted words, first match them with the
definitions and then put them into the sentences:

Definitions:

1. Something important that you succeed in doing by your own efforts.

2. Official connections between countries, companies, organisations etc.

3. Someone who is paid to work for someone else.

4. A chance to do something or an occasion to do something.

5. Method, product, practice etc. has been use for a long time and is considered the
usual type.

6. The process of making or growing things to be sold, especially in large quantities.
7. To succeed in achieving something after trying for a long time.

8. Something that you trying hard to achieve, especially in business or politics.

9. A person, team, company etc. that is competing with another.

10. Not showing any feelings of sympathy, friendliness etc.

11. Having a duty to be in charge of or to look after someone or something.
Sentences:

. Managers should set specific .................. for their teams.

. More women are .................. positions of power in public life.

. Business letters don’t have tobe .................. and formal.

.Hisgreat .................. is to make all the players into a united team.
.Whenthe.................. for a promotion come I want to be ready.

. Internet connections through .................. phone lines are fairly slow.

AN DN B~ W N~

T between workers and management are generally good.
8. The new model will go into .................. next year.

9. The shoe factory has the largest number of .................. in this area.
10.Last year they sold twice as many computers as their ..................
I1T.Heis ......coovennnnn for recruiting and training new staff.

Exercise 5. Find the English equivalents for the following word combinations:
. IOCTaTOYHO HEIaBHUU

. CIIPOC U MPEJIOKEHHE

. ICUCTBUS YEI0BEKA

. HCpACKphbITasd BbIT'OA4d

. PUCKOBAaTh CBOUM KaIUTaJIOM

. BBIpaboTaTh COCO0 NOCTUXKEHUS (1IesIei)

. 00pa3zoBaTeNbHbIE YUPEKICHUS

0 N AW

. ACATCIIbHOCTb OpraHru3alu
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9. BBINOJHATH padboTy

10. BHOCHUTH BKJIaJl B OpraHU3aIHUIO
11.00ecneunBaTh/TapaHTUPOBATD, UTO LIETU TOCTUTHYTHI
12. mpogomxaTh yIydmaTses

Exercise 6. Match the words from the text (column A) with their synonyms
(column B) and their antonyms (column C)

Column A Column B Column C
recent apparently customary
objective creative doubtfully
opportunity separate misfortune
commercialize impartial block
innovative examine buy
analyse chance silence
individual current neglect
communication advance old
promotion advertise together
obviously conversation subjective

Exercise 7. Find the following pronouns in the text. What nouns do they refer
to?

1. Well, I guess | can manage that!
2. ... as if these were...
3. ... who are alert...

4. They perceive opportunities...
5. Well, it’s essentially...
6. ... for their organization ...

7. relations among them.

8. They select people...

9. ... responsible for attaining them.

10. ... develop their staff, so that their performance...

Exercise 8. Guess the meaning of highlighted words, first match them with the

definitions and then put them into the sentences:
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Definitions:

¢ t0 make someone feel certain that something is true

e to have or use something with other people

e advice, criticism etc about how successful or useful something is

e someone who buys goods or services from a shop, company etc.

¢ to make someone decide to do something, especially by giving them reasons why
they should do it, or asking them many times to do it

e a detailed instruction about how a car, building, piece of equipment etc should be
made

e to make certain that something will happen properly

e especially

¢ a small amount of a product that people can try in order to find out what it is like

e t0 use something for a particular purpose

L films, events etc advertise something
Sentences:

1. We don't have enough books so you'll have to ................
2 i, of a new shampoo were distributed at the fair.

3. I finally managed to ................ her to go out for a drink with me.
4. The airport building had been constructed to FAA ................

5. Try to give each student some................ on the task.

6. We aim to offer good value and service to all our .................

7

8

9

. It was a good concert - I enjoyed the last song ................

. We must consider how bestto ................ what resources we have.
. Her arguments didn't ................ everyone, but changes were made.
10. The hospital triesto ................ that people are seen quickly.
11. We should organise a ................ event if we want our product to be sold well.

Exercise 9. Find the English equivalents for the following word combinations:
. IpoJ1aBaTh YCIIEIIHO
. HOJIy4aThb 3HAHUSA
. IOCTaTOYHO MPOCTOMH
. B IJpYTOM ClIy4ac HE 3aHNHTEPECOBAHbI

1

2

3

4

5. ckazatp CJI0BO MyOJIMKe
6. BapbUPOBATHCS OT ... JI0
7. OTITUYHBIN HHCTPYMEHT

8. caMas IMpOKas ayAUTOPHUs
9. noBepure B MPOMBIILIIEHHOCTH

10. cobupaTh OT3BIBBI
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11. moxoxue mpooIeMbl

Exercise 10. Speak about functions a good manager should perform. Who do you
think are better managers men or women? Why? Give your reasons. Compare your
opinion with other students’ opinions.

Exercise 11. Match the words from the text (column A) with their synonyms
(column B) and their antonyms (column C)

Column A Column B Column C
Owner Obtain Stop
guarantee believe Gap
Receive Great number Despised
Spread Imposing Give
Majority Specialist Strange
Elaborate Proprietor amateur
Connection Wanted Doubt
Desired Recognizable Break
Expert Promise Usual
Trust Link renter
Familiar advance minority
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Unit7

Read Text 3 and translate it into Russian. Use the Vocabulary list and a
dictionary.

Vocabulary list:

Impact - Bo3aeiicTBre

deny - orpumare

initial reaction - nepBoHavyanbHas peakius
redeploying - moBTOpHOE pa3BepTHIBAaHHE
irreparable harm - HermonpaBuMBI# yiepO
resist - COnpoTHBIATHCS

acknowledge - nmpusHaBaTh

initiate - ”HUIIMEPOBATH

nonbinding - pexkoMeHIaTeIbHBIN XapaKTep
commitment - 00s3aTeNBCTBO

acceptance - npuHATHE

embrace - oXBaThIBaTh

Text 3
The four phases of dealing with change

Change happens—there’s nothing you can do to stop it or slow it down. While
you can choose to ignore change or refuse to respond to it when it arrives (choices
that may ultimately have a very negative impact on your career as a manager), this
doesn’t have any effect whatsoever on its arrival. Change will come no matter what
you do.

Everyone deals with change in his or her own unique way, but most people go
through these four major phases when they are first confronted with change:

1 Deny change. The most common initial reaction to change is to deny that it
exists. Consider the manager who refuses to cut costs (including redeploying or
laying off excess workers) to ensure that the products manufactured by his or her
company are priced competitively with the flood of similar products from China.
Although the writing is on the wall—in big, bold letters—this manager refuses to see

it, putting the company at risk as consumers turn to the imported products, which
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provide much the same level of quality for significantly less money. The manager
should move on to the next phase of dealing with change before he or she does
irreparable harm.

2 Resist change. Eventually, after denying that change has arrived, in the next
phase of dealing with change, people decide to acknowledge its presence but to resist
it nonetheless (perhaps hoping that if it is resisted long enough or vigorously enough,
it will simply go away, although it never does). If you hear yourself saying things
like, “Let’s wait a while longer to see what happens before we make a move,” or “If
it isn’t broken, why fix it?”” then you can be certain that you’re resisting the changes
that have arrived on your door step.

3 Explore change. After resisting change—unsuccessfully—maost people begin to
realize that they aren’t going to be able to stop it, so they slowly begin to explore it
instead. This is where managers decide to conduct a study on the suggested change,
have a meeting about it, or initiate a pilot program to get a feel for the impact of
particular changes—on a temporary, nonbinding basis. There’s still no commitment
to accepting the change, but people are definitely warming up to it.

4 Accept change. The final phase of change is acceptance. Instead of ignoring or
fighting the change that has arrived, the change has been fully accepted and
integrated into an organization’s thinking, processes, and perhaps even its values.
Managers and employees alike have embraced the change and are now on the lookout
for the next changes in the organization’s environment.

The next time a significant change approaches your business environment, try to
become aware of what phase you and your associates and colleagues are in. Are you
denying the change? Resisting it? Or exploring and accepting it? Understanding
where you are in the four phases of dealing with change can help you get to the final

phase more quickly.

1. Find in the text the following words and word combinations:
OTpHLIATEIIbHOE BO3/IEMCTBUE

COKpamaThb pacxoabl
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3JI0BEllEE MPEI3HAMEHOBaHUE
HAaHECTH HEMONPABUMBIN BpPE]T
MOTPEOUTEND

UMETH JIEJI0 C YeM-TTu00
IIPOBOAUTH UCCIICOBAHHE
PEKOMEHIATENbHBIN

B [TIOMCKax

MapTHEPHI

2.Fill in the gaps with the following words:
irreparable presence phases changes commitment  suggested

1) Most people go through four major..... when they are first confronted with change.
2) This is where managers decide to conduct a study on the..... change, have a meet-

ing about it.

3) People decide to acknowledge its...... but to resist it nonetheless.

4) Manager should move on to the next phase of dealing with change before he or she
does....... harm.

5) Then you can be certain that you’re resisting the.... that have arrived on your door
step.

6) There’s still no..... to accepting the change.

3. Translate the sentences into English

1) [lepeMeHbl HACTYNAIOT B HE3aBUCUMOCTH OT BallIMX JEHCTBUM.

2) Haubonee pacnpocTpaHeHHas IepBOHAYaIbHas peaklysl Ha U3BMEHEHUS - OTPUIIa-
HUE €€ CYILECTBOBAHUA.

3) [locne atamna oTpuLIaHus IEPEMEH JHOU PEIIAIOT MPU3HATH UX HACTYIIEHHUE, HO
TE€M HE MEHee, HE IPOTUBOCTOAT UM.

4) Eme oTCyTCTBYET MOJHAS TOTOBHOCTH PUHSTH EPEMEHBI, HO JIF0]I, O€3yCIIOBHO,
JOCTAaTOYHO Pa30rpeThl IS ITOTO.

5) PykoBoauTenu u COTpyAHUKU IPUHSIIM U3MEHEHNUS, U B HACTOSIIIIEE BPEMSI HAXO-

AUTCA B IIOUCKE JPYTIUX IICPEMEH B CPCAC OpraHu3alm.
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4. Choose the correct translation from Russian into English.

1. Moii oterr paboTaeT pa3pabOTYUKOM TPOTPAMMHOTO OOECIIeUeHUs B KPYITHON
TPAHCIIOPTHON KOMITaHWH.

a) My farther works a software developer in a large transport company.

b) My farther works as a software developer in a large transport company.

c) My farther works as a software developer in large transport company.

d) My farther work as a software developer in a large transport company.

2. 51 ctyneHT nepBoro kypca Poccuiickoro yHuBepcuTeTa TpaHCIIOpTa.

a) I am a first year student of Russian University of Transport.

b) I am the first year student of the Russian University of Transport.

c) I am first year student of the Russian University of Transport.

d) I am a first year student of the Russian University of Transport.

3. Bame PE3OMC IIPOU3BOJUT IICPBOC BIICHATICHUC HaA pa6OTOIIaTeJISI.

a) Your resume makes the first impression on an employer.

b) Your resume make the first impression on an employer.

¢) Your resume makes the first impression on an employee.

d) Your resume makes first impression on an employer.

4. OtukeT codbeceoBaHUs OYEHb BAXKEH JIJIs MOJYyUYESHUS] PaOOTHI.

a) Interview etiquette is a very important for getting a job.

b) Interview etiquette is very important at getting a job.

c) Interview etiquette is very important for getting a job.

d) Interview etiquette is very important for getting job.

5. Bam OnaHk 3asBJIEHHS 4acTO SIBISIETCA €IMHCTBEHHOW MH(OpManuen o Bac s
MOTEHIUAJIBHOTO paboToaaTes.

a) Your application form is often the only information about you to the potential
employer.

b) Your application form is often an only information about you to the potential
employer.

c) An application form is often the only information about you to a potential
employer.

d) Your application form often is the only information about you to the potential
employer.

5. Choose the correct translation from English into Russian.

1. Our company is looking for specialists with work experience in transport
construction.

a) Hamra koMmaHust Hy>KIaeTcsl B CIICIUATUCTAX C OMBITOM Pa0OThI B TPAHCIIOPTHOM
CTPOUTCIILCTBC.

b) Hama koMmnaHuss WIIET CHCHUAJIUCTOB, pPa0OTaBIIMX B  TPAHCIOPTHOM
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CTPOUTCIILCTBC.

C) Hama xommaHusi WINET CHEIHMAIMCTOB C ONBITOM paboThl B TPAHCIIOPTHOM
CTPOUTCIILCTBC.

d) Hama xommaHusi HaHMMAaeT CHEIHATIMCTOB C ONBITOM Pa0OThI B TPAHCIIOPTHOM
CTPOUTCIILCTBC.

2. During an interview an employer assesses an applicant for a job.

a) Bo Bpems cobecenoBanus paboTo1aTelNb OIEHUBAET KaHAuAaTa Ha padboTy.

b) Bo Bpems cobecenoBanns padoToAaTeIb ONMpAIIMBACT KaHAuAaTa Ha padoTy.

c) [Mocne cobecemoBanms paboTOAATENb OIICHUBACT KaHIMIaTa HA padoTYy.

d) Bo Bpemst cobecenoBanms paboToIaTE)Ib MPUHUMAET KaHIUIaTa Ha padoTy.

3. My parents always support me and give good advice.

a) Mou POOUTCIIN BCCTAA ITOAACPKNBAIOT MCHSA M JalOT XOPOIIHUC COBCTHI.

b) Mou POOUTCIIN BCCTAA ITOAACPKUBAIOT MCHS U 1atOT XOpOIHI/Iﬁ COBCT.

C) Mou POOUTCIIN BCCT A ITOAACPKNBAJIM MCHA U aBaJIXM XOPOIIHUC COBCTHI.

d) Mou POOUTCIIN BCCTAA ITIOAACPIKUBAIOT U AAXOT XOPOIINC COBCTHI.

4. The process of interviewing constitutes an important part of the recruitment
procedure.

a) CobeceoBaHNE COCTABIISICT BAXKHYIO YaCTh IMPOLICAYPHI HaliMa.

b) IIpomecc cobecenoBaHUS COCTABIACT BAYKHYIO YacTh MPOLICIYPhl HaMa.

c) [Iporecc cobeceroBanms COCTaBISICT BXKHYIO YacTh HalMa.

d) ITporrecc cobecemoBanus COCTABISACT BAKHYIO YaCTh IMPOIEAYPHI IIOKCKA.

5. Prepare carefully and you will improve your chances for success.

a) HO)IFOTOBBTCCB THIATCIIBHO U MMOBBICHTC CBOW IIAHCHI HA YCIICX.

b) IToaroToBsTECHh M BBI MOBBICUTE CBOM IIIAHCHI HA YCIIEX.

C) HO)IFOTOBBTCCB THIATCIIBHO U BbI ITIOBBICUTC IIAHCHI HA YCIICX.

d) HO}Z[FOTOBBT@CB THIATCJIBbHO U BBI ITIOBBICUTC CBOU IITAHCHI HA YCIICX.
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Unit 8

Read and translate the text into Russian. Use the Vocabulary list and a
dictionary.
The Big Picture
Interview with George David, Chairman and CEO, United Technologies
Corporation

Vocabulary list:

annual - roroBoii

negotiation - meperoBopsI

to pare back - ypesats

incremental - Bo3pacTaromuii

stock - akumn

benchmarks - Tectsr

gee-whiz examples - ceHcallMOHHBIE TPUMEPHI

lean manufacturing - 6epexxuBoe IPOU3BOJICTBO
cellular manufacturing - coroBast mpOU3BOAUTEIHHOCTD
end-of-line inspection - kKoHeYHBII KOHTPOJIb

Question: What are some of the changes you’ve seen in business over the years?
Answer: A major change—especially in the last half-dozen years—is the impact of
what | call the process revolution. And what we find is that revolutionary goals do
work. When | was younger, the whole name of the game was the annual business
plan negotiation with the parent company. All the divisions wanted to pare back the
numbers, have the plan come in, and then cruise right past it and get a big bonus.
That’s the way American business worked for most of the postwar period—an
incremental, few percentage points of improvement each year. What we’ve learned
with the impact of the process revolution in the 1990s is that you can set and achieve
revolutionary goals—breathtaking kinds of numbers. | can give you countless
examples in the business world where you set a goal for, like, 100 percent
improvement and doubling profit or halving cost and it actually happens.
Question: How do you effect revolutionary change like that?
Answer: | sometimes say that the first line of my job description is sales, and that’s
what I actually do every day, all day. And whether I’'m selling stock to investors,
products to customers, employment to young people, or new ideas to existing
employees, it’s all the same thing: I’'m always doing sales. And what you look for,
benchmarks, are a really good way to sell.

That is, when you can see where you are today as compared to somebody else

who is there, that’s a very effective means of selling. When you have a hard
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discipline, like the process revolution, you can sell that effectively as well. | spend a
lot of my life looking for gee-whiz examples—things that are real and persuasive—
that people can buy into and say, “Okay, I believe that.” It’s much better than the
sloganeering that you get sometimes, the motivational talk like we’ve got to try
harder and so forth—stuff that’s absolutely useless, and, in fact, it reminds me of all
my time going through the former Soviet Union.

You look at all these slogans plastered all across the walls of these Soviet
factories. Work harder, work better, work smarter, do this, try harder. And the
answer, of course, is that it doesn’t work. I mean, try harder is not normally an
effective means of improvement. What does actually work is having a specific
discipline, and I spend a lot of my time with United Technologies Corporation (UTC)
people trying to persuade people about the specific disciplines.

Question: What kinds of disciplines?

Answer: We’ve been through something called lean manufacturing, the Toyota
production method, which is basically cellular manufacturing—things like the quality
revolution. It’s breathtaking what’s happened. The way American quality was
assured in the postwar period was what | call end-of-line inspection because we built
a product, or a car, or an air conditioner and we got it to the end of the line and we
turned it on and we drove it, we ran it, and it worked or it didn’t work. And if it didn’t
work, it went to a repair shop for rework and got shipped later on. The Japanese
quality revolution is extremely simple in its basic conception because instead of
doing end-of-line inspect, the idea is individual process control—at each individual
workstation by each individual production employee.

And it’s the whole notion of you build a perfect product in the first place—that’s
how you get the right answer. That is, you don’t inspect quality at the end—that’s the
old American way. Instead, you build it perfect in the first place, by the individual
employee self-controlling his or her own individual process. And you can make
people see that.

You show them little techniques that actually make that happen on a shop floor.
And you take people and you show them what people sometimes call visual factory,
and when someone has seen the visual factory and suddenly understands how this
whole thing works, they go out of there with their eyes as big as saucers. And they
believe.

That’s how you do a revolution—first, using benchmarks and showing that you are
ahead or behind and, second, applying hard discipline.

1. Find in the text the following words and word combinations:

T'OJIOBHas1 KOMITIaHUA
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MOCJIEBOEHHBIH MEPHOJ
CTaBUTh PEBOIIOIIMOHHBIC LIETH
yABOEHUE IPUOBLITU
yOeauTeIbHbIN

PEMOHTHAsI MacTepCKasi

2.Fill in the gaps with the following words:

motivational business perfect process conception

1) When I was younger, the whole name of the game was the annual .... plan
negotiation with the parent company.

2) When you have a hard discipline, like the..... revolution, you can sell that
effectively as well.

3) And it’s the whole notion of you build a ...... product in the first place.

4) It’s much better than the sloganeering that you get sometimes, the...... talk like
we’ve got to try harder and so forth—stuff that’s absolutely useless.

5) The Japanese quality revolution is extremely simple in its basic....... because
instead of doing end-of-line inspect, the idea is individual process control.

3. Answer the questions:

1) What was the size of profit of American business in the postwar period?

2) What did they learn with the impact of the process revolution in the 1990s?
3) What is the condition of effective selling?

4) Do slogans work? Why?

5) What is the Toyota production method?

6) What is the end-of-line inspection?

7) How can a manager teach employees the new methods?

4. Say if the statement is true or false. If it is false give the right variant.
1) All the divisions wanted to pare back the numbers, have the plan come in, and then

cruise right past it and get a big profit.

2) | can give you countless examples in the business world where you set a goal for,
like, 100 percent improvement and doubling profit or doubling cost and it actually
happens.

3) | spend a lot of my life looking for gee-whiz examples—things that are real and
persuasive—that people can buy into and say, “Okay, I believe that.”

4) And if it worked, it went to a repair shop for rework and got shipped later on.
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5) Instead, you build it perfect in the first place, by the individual employee self-
controlling his or her own individual process.

6) When someone has seen the visual factory and suddenly understands how this
whole thing works, they go out of there with their eyes as big as saucers.

5. Put 10 questions to the text.

6. Make up sentences.

1.purpose, the, of, interview, to, CV, a, get, is, an.

2.resume, makes, impression, employer, your, an, the, on, first.

3.process, interviewing, helps, the, to, employer, of, a, applicant, assess, potential, an.
4.improve, success, you, will, well, for, your, and, chances, prepare.

5.being, etiquette, certain, known, are, rules., as, social, of, polite, group, in, a.

7. Fill in the gaps with the following words:

Summary, employers, objective, rule of thumb, thank-you note

1. A job interview is a 'conversation with an ... .

2. After an interview, it is advantageous to send a ... .

3. Many potential ... require completing an application form.
4. A Curriculum Vitae is a longer and more detailed ... .

5. The first ... is always dress to impress.

8. Choose the correct answer.
1. You must prepare a list of questions you want to ask the ... .

a) interviewer b) interview ¢) interviewing  d) interviewed
2. Finding summer ... is a difficult process.
a) employed b) employee c) employment  d) employ

3. My father is a very ... IT technician.

a) experienced  b) experience ¢) unexperienced d) inexperienced
4. You should include all your contact ..._in the CV,

a) inform  b) informatics c) information d) informative

5. Interviews are often (stress).

a) stress b) stressful c) stressfully d) stressless

9. Put the selected words in the correct form
1. You must e-mail your resume and apply letter.
2. Employ is a very important problem in many countries.
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3. A thank-you note indicates personal response.

4. A lot of information about the company can make your interview more interact.

5. Your goal is to persuade the employer that you can comfort fit into the
organization.

10. Choose the correct translation:
1) impress — BIICYATIICHUC, HpOHSBOI{I/ITB BIICYATJICHUC, BHC‘IaTJIHIOHII/Iﬁ

2) experienced — sKCiepuMEHTATOP, OBITHBIN, OIIBIT
3) requirement — rpeboBanue, TpeOOBATH, TPEOYEMBIH
4) TexHHuKa — engineering, engine, engineer

5) mayunsIii — Science, scientist, scientific

6) paspabateiBaTh— development, developer, develop

11. Form Alternative Question.
1. John was busy yesterday evening. (today)
2. | prefer reading a book before going to bed. (watch TV)

3. | can play football very well. (volleyball)
4. Spanish is spoken in Spain. (Latin America)

12. Form General Question.

5. She is a very good teacher.
6. Her parents are both doctors.
7. Lane visited many countries.

8. He couldn’t drive last summer.

13. Form Special Question.

| am keen on visiting new countries. (What)

She works from 6 a.m. till 4 p.m. (How many hours)
She will meet me at the platform. (What time)

| was not ready to go through the test. (Why)

Jack is a member of a school football team.(Who)
My sister likes travelling by car. (How)

N o g &~ e

You can look for information on a timetable on the ground floor. (Where)
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8. They visited all Europe countries last year. (When)
14. Put the correct Disjunctive Question.

© N o o bk~ W DdF

She doesn’t like watching TV, ?

Her brother is older that she, _?

He doesn’t go to extra classes, ?

You should tell your husband the truth, _?
| was a good student, ?

Dolphins are very kind animals, _?

His performance was boring, ?

She has read a very interesting book, _?

15.0pen the brackets. Form suitable in meaning words.

1.
2.

o 0 bk~ W

Sometimes one's ... are the only people one can ... in. (parental, confidence)
Many people ... that getting a spouse can put them out of their..., which later...
wrong, because sometimes marriage makes life more difficult. (belief,
miserable, proof)

An ... Roman ... has been discovered in northwest England, (extend, settle)

The dining-room is elegantly ... and ... carpeted, (furniture, luxury)

Everyone is ... of her having the chance to ... abroad, (envy, student)

When employers look at... candidates, beyond skills, experience, and training,
they look for those who demonstrate ... (prospect, enthuse)

In the city the ... and ... were insufferable, (hot, humid)

Our planet’s... regions, located just north and south of the equator, are known
for their... and ... (tropic, warm, humid)

Next to Shakespeare, no ... gets more love on Broadway than Tennessee
Williams, (play)

10.During Elizabeth’s reign England significantly ... its trade ... and in 1580 Sir

Francis Drake became the first Englishman to successfully ... the earth,

(expansion, sea, circumnavigation)
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UNIT 9

Read Text 9 and translate it into Russian. Use the Vocabulary list and a
dictionary.

subtle - Tonkwmii

pace - Temm

imperceptible - nezameTHbIN

unpredictable - menpenckazyemsrii

disarray - cmsTeHue

confront - mpoTHBOCTOSATH

avoidable - uzbderaemsrii

insult - ockopOuUTH

berate - pyraTs

threaten - yrpoxats

resignation - orcraBka

reject shipments - oTKJIOHUTB IOCTaBKU
replacement - 3amena

rely on - nagesrbcs Ha

input - Bxox

to put off a meeting - oToxxuTH BcTpeuy
insignificant - He3HAYNTEITLHBIH

overall - oOmmit

manufacturing flaws - nmpousBoacTBeHHBIC ACPEKTHI
suppliers - mocTaBiUKN

full-blown crises - noaHOMacIITaOHBIM KPU3HUC

When Change Becomes Crisis

Change can be a very subtle but powerful force. Like a glacier slowly meandering
its way across the face of an alpine mountain slope—moving just a few feet a year -
much change in business occurs at a pace that is almost imperceptible to those who
experience it. But there is another kind of change—crisis—that happens all of a
sudden, is often unpredictable, and has the greatest chance of throwing your
organization’s best-laid plans into disarray and your employees into a state of frenzy.

Such was the case with the September 11, 2001, tragedy, which—in the course of
just a few minutes—threw entire companies and, indeed, the American economy
itself into crisis for months or even years. Natural disasters such as hurricanes,
tornados, and earthquakes can create crises that damage organizations, as can illness,
strikes, sharp price increases in production resources (e.g., the price of gasoline,
energy, or steel), unexpected drops in consumer demand, and many others. While
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organizations can be prepared for such crises—and they should have plans in place to
deal with them—for the most part, they are unavoidable.

But there is an entirely different set of crises—ones that are avoidable—that can

also damage an organization. These are the kinds of crises that you as a manager will
confront on an almost daily basis (in direct proportion to the number of direct reports
you have and the complexity of your organization and its products or services) and
that you must deal with immediately as they arise. Consider these kinds of avoidable
crises (and what you as a manager would do to avoid them or deal with them when
they arrive):
*Your sales manager, who has perhaps been spending a little too much time on the
golf course and not enough time keeping an eye on his staff, doesn’t notice that one
of his salespeople has begun to insult and berate some of the company’s best and
most loyal customers. This situation does not become apparent to you until you are
called into the CEQ’s office to explain why these customers have threatened to take
their business elsewhere.

*After being passed over for promotion three times with no explanation from
management, a key employee (who, coincidentally, is loved by your major
customer’s buyers) announces her resignation, effective immediately.

* Afraid that he will be punished for making a mistake, an employee working on the
assembly line in a high-volume manufacturing facility ignores a “minor” production
flaw in one of your key products. This flaw goes unnoticed for weeks until custom-
ers start rejecting shipments of the product and demanding immediate replacement—
costing your company millions.

Whatever the source or the nature of the crisis—whether it is avoidable or
not—the fact is that as a manager, you will be expected to deal with it. This means
being flexible, being smart, and working hard.

But, above all, it means being prepared for the most typical crises that can hit your
organization—through written plans and procedures—and then taking on the crisis
sooner rather than later.

If you don’t have a plan or procedure in place to deal with a particular crisis, what
then? Our advice is to be fast and flexible, to rely on the advice and input of your
associates and colleagues, and to do whatever it takes to deal with the matters at
hand. This is no time to start a three-day weekend, to let everyone go home early, or
to put off a meeting to deal with the crisis until next week. It’s time to roll up your
sleeves and get to work—now!

Last, as a manager, you have significant control over avoidable crises and,
ultimately, the impact that they have on your organization. If you ignore problems
that seem insignificant today, they can blossom into the mother of all crises literally
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overnight. Keep a close eye on what’s going on in your organization, your industry,
and your overall business environment. If you have unhappy employees, persistent
manufacturing flaws, complaining customers, or changes in your industry that
threaten to drive clients to new products and suppliers, then it’s in your interest (and
vital for your organization’s long-term health and well-being) to deal with issues like
these as they arise and not wait until they become full-blown crises.

1.Find in the text the following words and word combinations:
COCTOSIHUE UCCTYILJICHUS
HEOIIY TUMBII
paspyuiathb

CJIEUTH 3a MEPCOHATIOM
pyraTtbh KJIMEHTOB
MOCTOSIHHBIN KJIMCHT
cOOpOUHBIN KOHBEEP
3aKaTaTh pyKaBa
HENPEACKA3YEMBbIi
paciBecTu
MPE0CTaBICHUE JAHHBIX
THOKUH

JKAJT00BI KJIIMEHTOB

2. Fill in the gaps with the following words:
Resignation associates apparent insult best-laid overall

1) Your sales manager doesn’t notice that one of his salespeople has begun to .... and
berate some of the company’s best and most loyal customers.

2) Our advice is to be fast and flexible, to rely on the advice and input of your..... and
colleagues,

3) But there is another kind of change—crisis—that has the greatest chance of throw-
ing your organization’s ....... plans into disarray and your employees into a state of
frenzy.

4) After being passed over for promotion three times with no explanation from man-
agement, a key employee announces her...... , effective immediately.



5) Keep a close eye on what’s going on in your organization, your industry, and
your...... business environment.

6) This situation does not become....... to you until you are called into the CEO’s of-
fice to explain why these customers have threatened to take their business elsewhere.

3. Answer the questions:

1) What types of crises are mentioned in the text?

2) What can cause an unavoidable crisis?

3) What situations can cause an avoidable crisis?

4) What should a manager do dealing with crises?

5) What shouldn’t a manager do during the period of the crisis?

4. Translate the sentences into English.

1)Dta Tpareaust Bcero 3a HECKOJIbKO MUHYT MOTPYy3UJa 1IeJIble KOMIIAHUU U, 110 CYTH,
BCI0 aMEPUKAHCKYI0 YKOHOMUKY B KPU3UC HA HECKOJIBKO MECSLIEB UIIU JIAXKe JIET.

2) B TO BpeMs Kak OpraHu3ali MOTYT ObITh TOTOBBI K TAKUM KPU3HCAM - U OHU
JOJIKHBI UMETh IUIAHBI 711 UX Pa3pelIeHus - KPU3HUCHI TAKOTO POJa HEU30EKHBI

3) [locne TpexkpaTHOW MMOAAauy MPOILIEHUS O TOBBIIIEHUHU, KOTOPbIE ObUIH OCTaBJIEHBI
PYKOBOJICTBOM 0€3 OTBETA, KII0YEBOM PAOOTHUK YBOJIBHSIETCS.

4) KaxoB Obl HU ObLT HCTOUYHUK KPU3HCA, UMEHHO Bbl KaK MEHEIKEP JOJKHBI OyeTe
pa30oupaThecs ¢ HUM.

5) Ecnm y Bac HET IUIAHOB WJIM NIPOLEAYP JUIsl IPEOAOIEHUS KpU3KCa, 4TO JeaTh B
3TOM cliyvae?

6) Ecnu BeI urHOpUpyeTe MpoOeMbl, KaXKyIUECs HE3HAUUTEIbHBIMU CErOAHS, OHU
MOTYT IPEBPATUTHCS B TII0OATBHBIN KPU3UC OYKBAIBLHO 32 OJIHY HOYb.

5. Say if the statement is true or false. If it is false give the right variant.

1) Like a glacier slowly meandering its way across the face of an alpine mountain
slope—moving just a few feet a year—much change in business occurs at a pace that
is almost perceptible to those who experience it.

2) Natural disasters such as hurricanes, tornados, and earthquakes can create crises
that damage organizations, as can illness, strikes, sharp price increases in production
resources.

3) These are the kinds of crises that you as a manager will confront on an almost
weekly basis and that you must deal with immediately as they arise.

4) It’s time to roll up your sleeves and get to work—now!

5)Last, as a manager, you have significant control over unavoidable crises and, ulti-
mately, the impact that they have on your organization.
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6. Write out the key words of the text.

7. Make up your own mind map of the text.

8. Tell about the types of crises and the ways of dealing with them using your
mind map.

9. Find gerunds in the text and translate them into Russian.

|. CocTaBbTe cnenuajbHble BONPOCHI U3 JAHHBIX CJIOB.
1) birthday / is / When / your?

2) many / How / cards / did / get / you?

3) do / What / like / you / presents?

4) mum / What / make / did / cake / your?

5) at the party / you / did / What / do?

6) like / you / parties / do / Why?

7) summer / are / this / where / you / going?

8) there / going / How / you / are?

9) take / going / to / what / you / are?

10) with / are / you / Who / going?

11) do / going / to / you / there / What / are?

12) you / stay / going / to / are / Where?

13) What / playing / dad / sports / your / games / is / of / fond?
14) roller-skate / When / learn / you / to / did?

Il. Hanumure Bonpocshl K MpeioKeHusAM, HAYNHAasI €O CJ10Ba B CKOOKAX.
1) My sister eats sweets every day. (Who)

2) | haven't seen Peter since Saturday. (Since when?)

3) They are planning to have a holiday soon. (They)

4) She made a beautiful dress for herself last week. (What?)

5) Everybody was waiting at the door to the museum. (Was)

6) By the end of the year he had read about twenty books. (How many)

7) He didn't know how he could help his friend. (Why?)

I11. lonosiHuTe pa3aenurebHbIe BONPOCHI.

1) The books about animals are real fun, ...

2) You really like reading magazines, ...

3) You can go to the library tomorrow, ...

4) Your mum thinks adventure stories are exciting, ...
5) You haven't seen «Harry Potter» yet, ...
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V. BbiGepuTe Hy:KHBIII BcioMoraTteJibHbIN riaroJ (is, are, did, does, have, will)
IJIs1 CJIEYIOIIUX BOMPOCOB.

1. there any sports facilities nearby?

2. the guide speak Russian?

3. breakfast included?

4, you provide the necessary equipment?
5. the train arrive at 10 or 11?

6. you meet with your friends tomorrow?
7. you ever admitted teenagers?

8. John study last month?

9. Why Ann often go to the exhibitions?

10. When you planning to go to Italy?

11. Where___your luggage? — It’s in the cloakroom.

12. she arrived yet? — Yes, she :
13. you waiting for me? — Yes, | :
14, your sisters fond of music?

15. your parents live in Moscow?

16. Ann go jogging to the park last weekends?
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Unit 10
Exercisel. Read the text and do exercises after it.
Why people become great at managing
Vocabulary:
confident - yBepeHHbINH
passionate — BCIbLILYMBBIM
optimize — onTUMU3UPOBATH
eventually — B koneuHoM cuére
Impact — BiusiHUE
reap — moJy4aTh, IO)KHHATD TLI0IBI
loyalty — mpenanHOCTB, BEpHOCTH
empower — yCHJINBaTh
destructive — paspymitebHbI
capable — ciocoOHbIH

1. Enjoy helping people grow. Few things feel better than helping someone who is
new to a role, or who has been struggling, into becoming a productive, confident
person. There’s a kind of satisfaction in helping someone figure out how to be
successful that doesn’t come from many other living experiences. Great managers
love seeing this happen on their teams.

2. Love creating positive environments. A great manager creates a team and office
environment that makes it easy for smart people to do good things. They love that
moment when they wander the halls and see all sorts of amazing things happening all
on their own, with passionate, motivated people doing good work without much
involvement from the manager.

3. Care deeply about the success and well being of their team. Thoroughbred
horses get well cared for. Their owners see them as an expensive asset and do
whatever they can to optimize their health, performance, and longevity, even if their
motivations are largely selfish. A great manager cares deeply about their staff, and
goes out of his way to protect, train, care for, and reward their own team, even if their
primary motivation is their own success.

4. Succession mentality. A successful manager eventually realizes their own
leadership will end one day, but if they teach and instill the right things into people
who work for them, that philosophy can live on for a long time, long after the
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manager is gone. This can go horribly wrong but the desire to have a lasting impact
generally helps people think on longer term cycles and pay attention to wider trends
short term managers do not notice.

5. Long term sense of reward. Many of the mistakes managers make involve
reaping short term rewards at the expense of long term loyalty and morale. Any
leader who inverts this philosophy, and makes short term sacrifices to provide long
term gains, will generally be a much better manager. They recognize the value of
taking the time to explain things, to build trust, to provide training, and to build
relationships, all of which results in a kind of team performance and loyalty the short
term manager never believes is possible.

6. Practice of the golden rule. Anyone in power who treats all of their employees
the same way they truly would want to be treated, or even better, will always be a
decent, above average manager. A deeply moral person can’t help but do better than
most people, as treating people with respect, honesty and trust are the 3 things most
people wish they could get from their bosses.

7. Self aware, including weaknesses. Great leaders know what they suck at, and
either work on those skills or hire people they know make up for their own
weaknesses, and empower them to do so. This tiny little bit of self-awareness makes
them open to feedback and criticism to new areas they need to work on, and creates
an example for movement in how people should be growing and learning about new
things.

8. Sets tone of healthy debate and criticism. If the boss gives and takes feedback
well, everyone else will too. If the boss is defensive, passive-aggressive, plays
favorites, or does other things that work against the best idea winning, everyone else
will play these destructive games. Only a boss who sees their own behavior as a
model the rest of the organization will tend to follow can ever become a truly great
manager. Without this, they will always wonder why the team behaves in certain
unproductive ways that are strangely familiar.

9. Willing to fight, but picks their battles. Great managers are not cowards. They
are willing to stake their reputation and make big bets now and then. However they
are not crazy either. They are good at doing political math and seeing which battle is
worth the fight at a given time. A manager that never fights can never be great — they
will never have enough skin in the game to earn the deepest level of respect of the
people that work for them. But a manager that always fights is much worse. They
continually put their own ego ahead of what their team is capable of.

Exercise 2. Answer the questions:
1. Why is it great to help other people?
2. Why does the author mention horses?
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3. What desire can help managers think in the long run?

4. Which is better short term or long term rewards?

5. How do employees want to be treated by their bosses?

6. Are good managers open to criticism?

7. What will happen if the boss is defensive, passive-aggressive, plays favorites?
8. Is it good for a manager to be willing to fight?

Exercise 3. Mark the statements as true of false. Correct the false ones.
. A person never feels fully satisfied if he doesn’t help anyone.
. Positive environment motivates people.
. A good manager is always with his team to motivate them.
. A great manager cares of his team even though he cares more of himself.

. Good managers take time to build a team which will get benefits in the long run.
. A good manager respects more those who perform better.

. If a manager doesn’t have enough skills in something no one should know about it.

1
2
3
4
5. If a manager is great, his philosophy will continue after his leaving.
6
7
8
9. People in a team usually behave like their boss.

10. A good manager will never fight if he hasn’t evaluated risks.

Exercise 4. Guess the meaning of highlighted words, first match them with the
definitions and then put them into the sentences:

Definitions:

1. finally; ultimately; at some later time

2. having power and ability; efficient; competent

3. tending to destroy; causing much damage

4. having or ruled by intense emotion or strong feeling
5. faithfulness to commitments or obligations

6. to make as effective, perfect, or useful as possible
7. to enable or permit

8. to get as a return, recompense, or result

9. having strong belief or full assurance; sure

10.the force exerted by a new idea, concept, technology, or ideology

Sentences:
1. Wealth .................. him to live a comfortable life.
2. She inspires great .................. among her staff.

3. She dropped out of high school when she was 15, though she ..................
earned her degree at another school.

4. Authorities discussed the .................. effect of unemployment on individuals.
5.Hehasa.................. interest in music.
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6. Once you get sufficiently large, youcan .................. great efficiencies and thus
boost profits.

7. Seau certainly had an .................. on Barbara Cousins Trageser, an editor with
the North County Times newspaper in San Diego County.

T , automate, and outsource everything in life in order to be more
effective.

9. They are quietly................. confident that the business is progressing as it
should.

10. I was impressed by his .................. handling of the situation.

Exercise 5. Match the words from the text (column A) with their synonyms
(column B) and their antonyms (column C)

Column A Column B Column C
Confident gather Weaken
Passionate Finally Faithlessness
Optimize Brunt Modest
Eventually Gifted Lose
Impact Positive Incompetent
Reap Grant Cool
Loyalty Develop Advantageous
Empower Harmful Avoidance
Destructive Impulsive Never
Capable devotion disallow

Exercise 6. Find the English equivalents for the following word combinations:
1. BBISICHUTDB, KaK CTaTh YCIICIIIHBIM

2. NEpBUYIHAA MOTHBALHA

3. IyMaTh O JOJITOCPOYHBIX IUKIIAX

4. cTpouTh J0BEpUE

5. 4enoBek ¢ riy00KUMH MOPaIbHBIMU KaueCTBaMHU
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6. HaHUMaATh JIOJAEN

7. OTKPBIT KPUTHKE

8. B KaKyl0 OMTBY CTOUT BBS3bIBATHCS
9. rmyOouaiilee yBaKeHHE

10. xomanxa crrocoOHa Ha

Exercise 7. Match adjectives and nouns to make the phrases from the text:

office asset

lasting rewards
team things
confident games
expensive manager
destructive ways
amazing environment
unproductive impact

short term person
successful performance

Exercise 8. Complete the sentences with the right prepositions:

1. There’s a kind ...... satisfaction in helping someone figure out how to be
successful.

2. A great manager creates a team and office environment that makes it easy
...... smart people to do good things.

3. Motivated people do good work ...... much involvement from the manager.

4. A great manager cares deeply ...... their staff.

5. This can go horribly wrong but the desire to have a lasting impact generally helps
people think ...... longer term cycles and pay attention ...... wider trends short term
managers do not notice.

6. It results ...... team performance and loyalty.

7. Treating people with respect, honesty and trust are the 3 things most people wish
they could get ...... their bosses.

8. Great leaders know what they suck ......

9. Self-awareness makes them open ...... feedback and criticism.

10. If the boss is defensive, passive-aggressive, plays favorites, or does other things
that work ...... the best idea winning, everyone else will play these destructive
games.

Exercise 9. Speak about the ways to be a great manager. Are there many great
managers in the companies you know?

69



Exercise 10. Form the words. Insert them in the text.

A.
RESTORATION, LOOK, DEMOLITION, EXTEND, GOTH, ACCOMMODATE, PANELLING, UNEXPECTED

Located in Wiltshire, an outstanding and beautifully (1), late

(2) style manor house was built of limestone. Originally it was a much larger property

that was mostly (3). Solid in appearance and structure, it offers
(4) and well presented (5). As one would (6)

there is a grand drawing room with oak (7) walls and a large open

fireplace. The large windows (8) a parkland setting.

B.
FORM, ILLEGAL, EDUCATIONAL, QUALIFICATIONS, TUITION

Home education is when a child is (1) at home rather than at school. It's
perfectly (2) in the UK and one doesn’t need to be a (3)
teacher to do so. Children who are home educated receive all their education from
their parents, sometimes with the help of outside (4). If you decide to
home educate your child you don’t have to follow (5) rules about how
you teach or when you teach.

C.
CHIEF, SEARCH, SCIENCE, INDUCE, COLLECT, APPLY, ADOPTION, FOUND

English philosopher, statesman, and jurist who rose to become Lei Chancellor
(1618—1621) to James I but is (1) remembered for the status he gave to

(2) research in England. Although his name is associated with the
method of (3) and the rejection of a priori reasoning in science, the
painstaking (4) of miscellaneous facts without any use of error theory
which he supported in the Novum Organum has never been (5) as a
practical method of (6). The (7) of the Baconian method
was, however, an important object in the (8) of the Royal Society some
years later.

D.
DEPTH, HARMLESS, DESIRE, MODERATE, ACCESS

We’ve all heard of emotional eating. There’s also such a thing as emotional shopping.
In (1), neither of these activities is (2), but in excess both
can have serious consequences. The (3) and the affordability of goods
make shopping all the more appealing. For many compulsive buyers, a big part of the
appeal of shopping is the process of searching out and obtaining that new, better,
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(4) item. This process is so mesmerising that it often ruins long-term
financial plans, leaving shoppers (5) in debt.

Exercise 11. Translate into Russian. Determine which part of speech the words
belong to:

React, reaction, reactor, reactivity; science, scientific, scientist; industry, industrial,
industrious; cold, coldly, coldness; dark, darkness, darken; happy, happily, happiness,
unhappy; equal, equally, unequal, equality; free, freedom, freely; attention, attentive,
attentively; sun, sunny, sunless; care, careful, careless, carefully, carelessness; to
differ, different, difference, indifferent; England, English, Englishman; fame, famous.

Exercise 12. Translate the words:

Airport, armchair, bathroom, bedroom, bookcase, bookshelf, classroom, custom-
house, dining-room, drawing-room, fireplace, folksong, gentleman, hairbrush, icebox,
newspaper, notebook, postcard, post-office, raincoat, sportsman, sunshine, writing-
table.

Exercise 13. Determine which part of speech the words belong to:

1. He works as a teacher. 2. | saw one of his works at the exhibition. 3. | was waiting
for your report. 4. They report the results of their experiment every Monday.
5. His report contains some of his thoughts about the experiment. 6. You’ll make
progress if you work hard. 7. He thought about his new work. 8. | have a present for
you. 9. | am busy at present. 10. He presented me with a book.

Exercise 14. Determine which part of speech the words belong to and translate
the words.

Powerful, inventor, high-quality, network, demoralize, profitable, dislike, disagree,
movement, shorten, incorrect, electricity, fruitful, fruitless, happiness, dangerous,
noisy, sunny, rainy, badly, strongly, reading, teaching, rebuild, retell, leader, teacher,
unhappy, unusual, translation, cooperation, schoolboy, icebreaker.

Exercise 15. Divide adjectives into three groups: 1) people 2) places 3) things:
Obstinate, unspoilt, hand-made, waterproof, easy-going, breathtaking, aggressive,
deserted, overgrown, overcrowded, cunning, picturesque, arrogant, long-lasting,
spoilt, automatic, accurate, artificial.

TECT Nel
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1.Read the text and choose one correct answer.

AN INCIDENT AT LADRAM

A pleasant Sunday day off almost turned to tragedy for two families at Ladram

beach last week-end.

The children in party had asked their parents to let them explore a bay situated
at a distance. The parents hesitated but the children promised to be back within an
hour. Soon they were climbing up the rocks and shortly afterwards were out of sight.
They failed to notice the time passing, until the tide! was coming in quickly. Already
the water was too deep for them to pass. The eldest of them was a good swimmer. Hi
left the children sitting on the rock and swam back to raise the alarm. He struggled

bravely in water and rushed to his parents at high speed.

The waves were already round the children’s feet when the parents saved them.

Fortunately the alarm came in time.

1.

Where was the bay situated?

a) very close
b) rather far
c) near the place, where the party was

When did the children promise to return?

a) inan hour
b) very soon
c) less then in an hour

Did the parents want the children to go there?

a) yes, they were eager
b) no, they were against it
c) no, they were not sure

When did they notice they were late?

a) when the sun began to set
b) when the children became hungry
c) when the sea became stormy

What did the elder brother do?

a) he swam back with his brothers
b) he sat on high rock until his parents came
¢) he swam back to raise the alarm

! Tide - mpunus
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2. Choose one correct answer.
1.Tom is away ... the moment.

a) at b) in c) on
2.I’m looking for ... job.
a)a b) an c) the
3.The tourists ... many hours in the mountains.
a) past b) passed c) passed by d)passed out
4. ...you aren’t ready for the lesson.
a) As usual b) Usually c) Usual
5.1 can give you ... phone number.
a) my b) mine c) myself
6.1 haven’t been here ... .
a) late b) lately  c) so lately
7.Both of the men came ... the same time.
a) at b)in c) on d) with
8. ... bag is yours?
a) Whose b) Which  ¢)Whom
9.The girl ... her doll in the sun.
a) sat b) sat down c) set

10.Jane has lots of friends ... her room-mates.

a) besidesb) beside  c) between

3. Choose the correct answer.
1.This is ... answer of all.

a)good b)better c)the best d)as good
2.When the boy came the pupils already ... their dictations.
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a)finished b)were wishing  c)had finished d)would finish
3.If I ... late I will not find him at home.

a)came early  b)is coming c)come d)has come
4.1 ... to a party yesterday.

a)am invited  b)had been invited c)was invited d)would be invited
5.She told me ... near the water.

a)not go b)don’t go c)not to go d)didn’t go
6.After she ... at the hospital for two years, she decided to give up the job.

a)worked b)had worked c)had been working d)was working
7.I’11 wait until he ... his next novel.

a)is writing b)will write c)could write d)writes

8.Ann asked how much ... on foot last.

a)do you spend b)l spend ¢)l had spend d)I spent
9.You are ... woman in the world.

a)lovelier b)the loveliest c)more lovely d)the most
lovely

10.Yhe sun ... in the east.

a)rose b)will rise c)rises d)is rising

4. Make up questions.
. My brother knew no one in the group.(General)
. She won’t find a new job.(Disjunctive)
. They will need some paper.(Special)

. This letter was for John.(Special)

. Make up sentences.
. /his/name/remembered/after/a few/minutes/I/.

1

2

3

4

5. The tall girl is translating the article.(Alternative)

5

1

2. [last/who/the/must/person/leaves/room/light/the/off/the/switch/.
3

. /going/to London/I’m/for/next week/a few days/.
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4. [hours/believe/order/that/in/healthy/we/be/to/still/of/must/us/many/a/sleep/night/
eight/have/of/.
5. /Peter/neither/the/knows/nor/best/station/to/way/the/John/.

. Translate from Russian into English.

. OH cpocuil, YTO OH MOKET JJIsl MEHSI ClIeJIaTh.

. «Tw1 Bunena Mepu ceronns?» — «Het, ona 0obHa.»

. «MoHO BKIIIOUUTH TeneBuzop?» — «Her, getu cost.»

| BUYCpa Oosena. Tenepb MHC IIPUACTCA CAABATh 3K3aMCH B CJIICAYIOIICM MCCAIIC.

. Finish the sentences.

. If you want to have your holiday now ...

. Maria is trying to improve her English because ...
. John couldn’t open the door as ...

. The radio was so loud that ...

6
1
2
3
4
5. Mkl He IIoCACM 3a ropoa, moTomMy 4Tro UHACT CUJIbHBIN HJOXAb.
7
1
2
3
4
5. Reaching the top of mountain ...

oo

. Fill the gaps with the correct form of the words below:

Nick said he ... for me at the corner ... the street. | hurried to the place and soon
reached it. The street ... and | thought that he ... somewhere in ... quiet corner. |
looked ... but couldn’t see him ..., so I ... home, thinking ... something unexpected ...
to him.

/to be waiting/of/to be crowded/a/to stand/around/to go/anywhere/that/to happen/.

Unit 11
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Exercise 1. Read the text and do exercises after it.
Organizations

Organizations need to be understood and intelligently managed because they are
an ever-present feature of modern life. When people gather together and formally
agree to combine their efforts for a common purpose, an organization is the result.
All organizations, whatever their purpose, have four characteristics: coordination of
effort, common goal or purpose, division of labor, and hierarchy of authority. If one
of these characteristics is absent, an organization does not exist. Coordination of
efforts multiplies individual contributions. A common goal or purpose gives
organization members a rallying point. By systematically dividing complex tasks into
specialized jobs, an organization can efficiently use its human resources. Division of
labor permits organization member to become more proficient by repeatedly doing
the same specialized task. Organization theorists have defined authority as the right to
direct the action of others. Without a recognized hierarchy of authority, coordination
of effort is difficult, if not impossible, to achieve.

Organizational classifications aid systematic analysis and study of organizations.
There is no universally accepted classification scheme among organization theorists.
Two useful ways of classifying organizations are by purpose (by carrying out a wide
range of purposes, they enable society as a whole to function) and technology. In
regard to purpose, organizations can be classified as business, not-for-profit service,
mutual benefit, or commonweal. In regard totechnology, there are long-linked
(assembly lines), mediating (commercial banks, insurance companies, telephone
companies, etc), and intensive technologies (hospitals). Each of these technologies
has characteristic strengths and weaknesses.

There are both traditional and modern views of organizations. Traditionalists such
as Fayol, Taylor, and Weber subscribed to closed-system thinking by ignoring the
impact of environmental forces. Modern organization theorists prefer open-system
thinking because it realistically includes organizations' environmental dependency.
Early management writers proposed tightly controlled authoritarian organizations.

Max Weber, a German sociologist, applied the label bureaucracy to his formula for
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the most rationally efficient type of organization. Bureaucracies are characterized by
their division of labor, hierarchy of authority, framework of rules, and impersonality.
Unfortunately, in actual practice, bureaucracy has become a synonym for a red tape
and inefficiency. The answer to this bureaucratic paradox is to understand that
bureaucracy is a matter of degree. When bureaucratic characteristics, which are
present in all organizations, are carried to an extreme, efficiency gives way to
inefficiency.

Barnard’s acceptance theory of authority and growing environmental complexity
and uncertainty questioned traditional organization theory. Open-system thinking
became a promising alternative because it was useful in explaining the necessity of
creating flexible and adaptable rather than rigid organizations. Although the analogy
between natural systems and human social systems (organizations) is an imperfect
one, there are important parallels. Organizations, like all open systems, are unique
because of 17 their interaction with the environment, equifinality (reaching the same
result by different means), synergy, and dynamic equilibrium.

Exercise 2. Match the words with the definitions:

1) Hierarchy a) Help or assistance
2) Contributi on b) Achieving maximum productivity with minimum wasted effort
3) Rallying c) A system in which members of an organization or society are
4) Efficient ranked according to relative status
5) Proficient d) Not able to be changed or adapted
6) Aid e) Competent or skilled in doing or using something
7) Mutual f) Held in common by two or more sides
8) Bureaucracy g) A system of government in which most of the important decisions
9) Paradox are taken by state officials rather than by elected representatives
10)Rigid h) Having the effect of calling people to action
1) Participation in smth
J) A seemingly absurd statement which may prove to be well founded
or true

Exercise 3. Decide if the statements are true (T) or false (F):
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1. Organizations should be managed carefully in order to be profitable.

2. All organizations have five main characteristics.

3. Division of labor helps to use organization’s human resources efficiently.

4. It is hard to achieve coordination of effort without a recognized hierarchy of
authority.

5. There is a clear universally accepted classification scheme among organization
theorists.

6. Organizations can be classified by purpose and technology.

7. Fayol, Taylor, and Weber are the representatives of modern views of
organizations.

8. Bureaucracies are characterized by their division of labor, hierarchy of authority,
framework of rules, and impersonality.

9. When bureaucratic characteristics are carried to an extreme, organization’s
efficiency increases.

10. Organizations, like all open systems, may be called unique.

Exercise 4. Answer the questions:

1. What factors result in the organization?

2. What are the two ways of classifying organizations?

3. What is the essence of traditional and modern views of organizations? Which
seems more sensible?

Exercise 5. Complete the sentences with the verbs from the box. Use the right

form.

manage combine divide use become permit recognize

achieve ignore  create

1. We have designed a new product which the benefits of a hairspray and
a gel.
2. While these tasks can be , it is difficult to do so effectively and in a

timely manner.

3. Divorce only problems for children.
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4. Write a poem key words in the story and read it out to others.

5. The edges of the job are beginning to clear, and it's all terribly

exciting.

6. They both were dressed like fashion models and wore so much makeup you hardly
them.

7. The law councils to monitor any factory emitting smoke.

8. We significant results in reducing crime and the fear of crime.

9. Sadly, despite complaints, Tesco takes no notice and continues the

public.

10. Consumer magazines can be into a number of categories.

Exercise 6. Ask questions to the given answers:

1. ?

Answer: Organizations need to be understood and intelligently managed because

they are an ever-present feature of modern life.
2 ?

Answer: Open-system thinking became a promising alternative because it was useful

in explaining the necessity of creating flexible and adaptable organizations.
3. ”

Answer: Organizations are unique because of their interaction with the environment,

equifinality, synergy, and dynamic equilibrium.

4, ?
Answer: Modern organization theorists prefer open-system thinking.

5. ?

Answer: Early management writers proposed tightly controlled authoritarian

organizations.
6. ”

Answer: Bureaucracies are characterized by their division of labor, hierarchy of

authority, framework of rules, and impersonality.
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7. ?

Answer: There is no universally accepted classification scheme among organization

theorists.
8. ?

Answer: In regard to purpose, organizations can be classified as business, not for-

profit service, mutual benefit, or commonweal

d ?
Answer: Division of labor permits organization member to become more proficient.
10. ?

Answer: Organization theorists have defined authority as the right to direct the action
of others.

Exercise 7. Match adjectives and nouns to make the phrases from the text:

1) modern a) organizations
2) common b) complexity
3) individual c) life

4) specialized d) purpose

5) mutual e) task

6) traditional f) theory

7) rigid g) benefit

8) social h) systems

9) dynamic i) contributions
10) environmental k) equilibrium

Exercise 8. Complete the sentences with the right prepositions if necessary:

1. Organizations are an ever-present feature _ modern life.

2. Organization member become more proficient _ repeatedly doing the same
specialized task.

3. There is no universally accepted classification scheme __ organization theorists.
4. Max Weber applied the label bureaucracy _ his formula __ the most
rationally efficient type of organization.

5. Each of these technologies has characteristic strengths and weaknesses.
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6. When bureaucratic characteristics are carried an extreme, efficiency gives
way to inefficiency.

7. The analogy natural systems and human social systems is an imperfect one.

Exercise 9. Choose the correct word.

1. I know Jim Kerry is very popular but | find him totally childish / childlike. 2. |
couldn’t work out whom the letter was from. The signature was childish / childlike. 3.
Sarah is so childish / childlike. She always plays trick on her friends. 4. It was
wonderful to watch the tiny lambs playing. | got such childish / childlike pleasure
from the experience. 5. Sophie is extremely sensitive / sensible at the moment.
Anything you say seems to upset her. 6. Karen is not a very sensitive /
sensible person. She wore high-heeled shoes for our four-mile walk. 7. I’ve never
known her to tell a lie. She’s a very true / truthful person. 8. I can never watch sad
films that are based on true / truthful a story. They always make me cry. 9. Susan is
so intolerable / intolerant of other people. She never accepts anyone else’s opinion,
and she always thinks she knows best. 10. I find Mark’s behaviour intolerable /
intolerant. It’s unfair to be so selfish. 11. We’re having an economic /
economical crisis at the moment. James has lost his job and I don’t know how we are
going to pay the rent. 12. It’s more economic / economical to drive slowly. You can
do a lot more miles to the gallop.

Exercise 10. Write the word opposite in meaning using the correct prefix.

Kind, honest, credible, appear, fair, equal, pleased, continue, fasten, normal,
employed, friendly, trust, professional, known, cover, safe, use, probable, important,
emotional.

Exercise 11. Add one of the necessary suffixes (-er, -r, -ian, -ist, -man) to the
words to form a profession. Translate them.

1. music (My3bIka) 8. science (Hayka)

2. journal (>kypHau) 9. art (MCKyCCTBO)

3. post (TiouTa) 10. sports (criopT)

4. drive (BOIUTH MaIUHY) 11. manage (ynpaBisiTbCs)

5. reception (BcTpeya) 12. photograph (dboTtorpadus)
6. electric (amexTpuyueckmii) 13. interpret (mepeBOIUTH)

7. politics (monuTuka) 14. build (cTtpouTs)

15. fire (oroup)
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Exercise 12. Form missing words in the columns and translate them.
Cywecmesumenvnule. -NeSS, -ion, -ation, -ment, -ance, -ition

Ipunacamensnwie: -al, -y, -ly, -ful, -ous, -tific

1) Ilpunacamenvrnoe CywecmsumenvHoe
1. lucky luck
2. ... happiness
3. wonderful .
4. ... speed
5. greedy L
6. ... friend
7. ... danger
8. traditional .
9. ... science
10. ...
1. ... truth
12, ... profession
13. ... business
14, healthy .
5. ... wealth
2) Cywecmeumenvhoe I nazon
1. investigation investigate
2. ...... invite
3. Discussion .
4. ... appear
5 ... organize
6. ...... relax
7. competition .
8. ... Invent

Exercise 13. Make up as many words as possible adding prefixes and suffixes.
Then translate them.

Example: help (momorarts) — helpful (ycmy»xnuBbrit),
helpfulness (yciyxmuBocts), unhelpful (reycnysxnussiit), helpless (6ecriomornHbii),
helplessness (6ecriomMomHOCTB)

Ilpucmasxka OcHosa/kopens closa Cygguxc
1. possible
2. polite -ful
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un- 3. stress
4. thought
5. agree -ity
mis- 6. use
7. like
8. taste -less
im- 9. understand
10. hope
11. care -ness
In- 12. mortal
13. human
14. success -ment
dis- 15. conscious
16. popular -able
17. profit

Exercise 14. Form complex words and translate them.
Example: clock (uacer) + work (padota) = clockwork (dacoBoit Mexanu3m)

Clock, pocket (kapman), place (mecro), ball (ms4), dish (Tapenka), sun (connre), pool
(Bomoem), head (ronosa), bird (ntuna), ice (stex), fire (orons), work, black (uepHsriit),
cream (ciamBku), pick (BeiHMMaTB), Swimming (rutaBanue), ache (6omp), foot
(cTymus), washer (moiika), glasses (crekiia)

Exercise 15. Form the correct word appropriate in the meaning.
A. Transport in Bangkok

Bangkok is known as the “Venice of the East”. Today, many of the canals have been filled in and
paved over to make room for roads, but a massive network of waterways still crosses the city. In the

late 19th and early 20th centuries, Bangkok experienced (1) influence. EUROPE
As a result, the city (2) shifted to a road-based transport system. SLOW
Over the last decade, Bangkok has evolved from a humid riverside city into a modern, rapidly
growing Asian (3) center. Business travelers will appreciate the city’s growth in
public transportation and its world-class airport COMMERKC(
The Suvamabhumi Airport, which is located 25km east of the city center, contributed greatly to
Bangkok’s (4) . DEVELOP
A modern, convenient elevated rail link connects the airport to the city in 30 minutes, helping (5)

avoid traffic jams. VISIT
The city’s modern public transportation system is a (6) of sky trains and underground
subways. It has transformed the bustling city center into a futuristic district of street-level roads,
elevated roads and sky trains. COMBINE
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Form the correct word appropriate in the meaning.
B. Cyber communication.
The development of cyber communication — email, text messaging, and social networking — has

revolutionized the way we communicate. Quick and communication via the
Internet has proved essential to national governments, and to the individual. SUCCESS
Now, we can send and receive important messages, communicate and clarify statements

within seconds. PRACTICAL
Cyber communication is very important in BUSY

On a more individual level, cyber communication has transformed the method in which people
communicate. In particular, social networking sites have provided access to people in every corner

of the globe and their IS growing. POPULAR
This has helped old friends living far apart to maintain a close RELATION
For many people, not just teens, social networking has become an alternative to

forms of communication — writing a letter, a face-to-face conversation, or a phone call. TRADITION

Exercise 16. Change the words in such a way that they correspond
grammatically and lexically to the content of the sentence.

This Is passed through the generations. able

Stress is the with which syllables are pronounced. strong
His led him to discovering a lot of information. curious
This book contains of the centuries. wise

This film takes me back to my . child

The of this corridor was surprising. long

It will be disastrous for the . human

| appreciate our . friend

. ' will die of if I live that long. bored

10.The of her feelings was unexpected for me. warm

11.The Is given to particularly bright students. scholar
12.He was famous for his . Serious

13.The of this song is incredible. popular

14.\We were surprised at the in her speech. differ

15.1t is easy to learn how to do this . active

16.The airplane started to lose . high

©oNo Ok wdDRE

Exercise 17. Form nouns from the words in bold.

1. The Hercules was famous for his . strong

2. The of the swimming pool was about 5 meters. wide

3. l'was surprised by the of the tablecloth. white

4. The of the Tower and the of the walls made it a perfect
prison. high, thick

5. The was delayed by fog for an hour. fly
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6. Giving alive IS quite different from performing on a
film. perform

7. Our to predict the weather depends on the information we
have. able

8. Another major is the shape of the ball. different

9. The of the baseball is very great in America. popular

10.Much of his Chekhov lived in severe poverty. child

11.The of London since then has been incredible. grow

12.We moved to our new last spring. resident

13.Many encyclopedias state with that the Nile is the longest river in
the world. confident

14.Her acting is closer to . real

15.The story of the dodo's Is one example of man's effect on the
environment. disappear

16.He had in finding a job. difficult

17.Each Is worth considering. possible

Exercise 18. Form nouns from the words in bold.

1. The of this building took 20 years from start to
finish. construct

2. Famous were held in the Tower. prison

3. Many come to London each year. visit

4. Before the of the hot air balloon, no human had ever
successfully flown into the air. invent

5. The first successful was in 1783. fly

6. The of the balloon depends on the wind. direct

7. The and response of the audience can affect how the actor feels
and performs. behave

8. They want to have the opportunity to do some real .act

9. London is an ideal place nightlife . entertain

10.Special Is used to collect weather data. equip

11.He never seemed to be interested in . educate

12.An called Clarence went on an expedition to Canada with
his family. explore

13.He is famous for his finding the to the problem. solve

14.His success was an remarkable . achieve

15.The of its place is unknown. locate

16.What is your of the performance? impress
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Unit 12
Exercise 1. Read the text and do exercises after it.
Motivation

Motivation refers to psychological process that gives behavior purpose and
direction. It is an important area of study for managers because it helps them better
understand our most valuable resource, people. (Realistically, motivation is just one
of many explanations of work behavior, such as one’s knowledge and emotional state
and organizational factors.) Even though the employees in one study ranked
“interesting work” the highest among the things they wanted from their jobs, their
supervisors believed that they wanted “good wages” above all else. This type of
misperception of employees’ needs can cripple a motivation program. Pollster
D.Yankelovich contends that traditional motivation tools such as fear, money, strict
supervision, and the work ethic are inappropriate for nearly half of today’s labor
force in the USA.

Among alternative motivation theories, Maslow’s needs hierarchy theory,
Herzberg’s two-factor theory, and expectancy theory stand out as particularly
relevant for managers. According to Maslow’s message, people always have needs,
and when one need is relatively fulfilled, others emerge in a predictable sequence to
take its place. His five-level needs hierarchy, although empirically criticized, makes it
clear to managers that people are motivated by emerging rather than fulfilled needs.
Assuming that job satisfaction and performance are positively related, Herzberg
believes that the most that wages and working conditions can do is eliminate sources
of dissatisfaction. According to Herzberg, the key to true satisfaction and motivation
IS an enriched job that provides an opportunity for achievement, responsibility, and
personal growth. Expectancy theory is based on the idea that the strength of one's
motivation to work is the product of perceived probabilities of acquiring personally
valued rewards. Both effort-performance (“What are my chances of getting the job
done if I put out the necessary effort?”’) and performance-reward (“What are my
chances of getting the rewards | value if | satisfactorily complete the job?”)
probabilities are important to expectancy theory.

Depending on how it is designed, a job can either hamper or promote personal
growth and satisfaction. Although historically a key to higher productivity,
specialization of labor has been associated with costly human problems in recent
years. Managers have the options of fitting people to jobs or fitting jobs to people
when attempting to counter the specialization-of-labor dilemma. The first option
includes realistic job previews (honest explanations of what a job actually involves),
job rotation( periodically moving people from one specialized job to another), and
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limited exposure (establishing a challenging but fair daily performance standard, and
letting employees go home when it is reached). Managers who pursue the second
option, fitting jobs to people, can either enlarge (combine two or more tasks into a
single job) or enrich (redesign a job to increase its motivating potential)jobs. Job
enrichment vertically loads jobs 21 to meet individual needs for responsibility and
knowledge of results. Personal desire for growth and a supportive climate are
required for successful job enrichment.

Both extrinsic (externally granted) and intrinsic (self-granted) rewards, when
properly administered, can have a positive impact on performance and satisfaction.

Exercise 2. Match the words or phrases with the definitions:

1) cripple a) Not suitable or proper in the
2) sequence circumstances
3) misperception b) A particular order in which related
4) supervision things follow each other
5) inappropriate c) The process of developing physically,
6) achievement mentally, orspiritually
7) personal growth d) Causes evere and disabling damage
8) to hamper e) A wrong or incorrec tunderstanding
9) exposure f) Administration
g) The action of placing oneself at risk of
financial losses
h) A thing done successfully with effort,
skill, orcourage
1) To slow down

Exercise 3. Decide if the statements are true (T) or false (F):

1. Motivation is an important area of study for managers because it helps them to
climb the career ladder.

2. Employees value ‘an interesting work’ the most among the things they want from
their job.

3. Fear, money, strict supervision, and the work ethic are the traditional motivation
tools.

4. Maslow is the author of the expectancy theory.

5. According to Herzberg, wages and working conditions are the key to true
satisfaction and motivation.

6. Motivation involves two performance-related components: effort performance and
performance-reward probabilities.

7. Successful job enrichment needs high productivity and positive mindset.
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8. Historically specialization of labor has been responsible for productivity increase.
9. Managers have no options when face the specialization-of-labor problem.

Exercise 4. Complete the sentences with the verbs from the box. Use the right
form.

Rank  believe fulfil eliminate enrich provide reward include fit
require

1. Maintaining clarity of thought and affirmation of purpose constant
effort.

2. Because of the increased usage of the Internet for transacting business, students
were asked their understanding of e-commerce.

3. By destroying trees and killing animals man may be able his shortterm
desires, but he was causing a few irreversible problems in the long run.

4. Some 23 per cent that smoking keeps down weight.

5. You share your wisdom and experience with others and the quality of
your work and relationships.

6. The FBI's documents no hint as to how someone mistakenly put on can

get himself removed.
7. The only way to defeat terrorism as a threat to our way of life is to stop it,
it and destroy it where it grows.

8. The group is active in repairing schools and educational supplies.

9. The engineer who supervised the work with the MBE.

10.We have a large range of picture frames of all shapes and sizes any
photo.

Exercise 5. Give the English equivalents for the following combinations:
. IEHHBIN pecypc

. HCBEPHOC ITIOHUMAHUEC

. HY’KII COTpYJHUKOB

. FHCTPYMCHTBI MOTUBAIIUN

. PBIHOK TpyZa

. IpeacKazycemasd nmocjaca0BaTCiIbHOCTb

. HCKOPCHATb HCTOYHHUKH HCJOBOJILCTBA

. HEOOXOIUMbIC YCUITUS

O 00 3 O U B W N —

. BBITIIOJIHATH padboTy
10.ycKopsTh INYHOCTHBIN POC,
11.cranmapt NpoON3BOAUTEIBHOCTH
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Exercise 6. Ask questions to the given answers:
1. 2
Answer: Motivation refers to psychological process. 2.

?

2. Answer: It is an important area of study for managers because it helps them better
understand our most valuable resource.

3. ?
Answer: The supervisors believed that the employees wanted “good wages” above
all.

4, )
Answer: Maslow’s needs hierarchy theory, Herzberg’s two-factor theory, and
expectancy theory stand out as particularly relevant for managers.

5. ?
Answer: The key to true satisfaction and motivation is an enriched job that provides
an opportunity for achievement, responsibility, and personal growth.

6. ?
Answer: Both effort-performance and performance-reward probabilities are important
to expectancy theory.

7. ?
Answer: A job can either hamper or promote personal growth and satisfaction.

8. ?
Answer: Managers have the options of fitting people to jobs or fitting jobs to people.
9. ?
Answer: Personal desire for growth and a supportive climate are required for
successful job enrichment.

10. ?
Answer: Intrinsic rewards can have a positive impact on performance and
satisfaction.

Exercise 7. Complete the sentences with the right prepositions if necessary:

1. Both types of rewards can have a positive impact __ performance.

2. Job enrichment vertically loads jobs to meet individual needs __ responsibility
and knowledge __ results.

3. You should be able to combine two or more tasks __ asingle job.

4. Managers are likely to pursue __ the second option.

5. They have an opportunity of moving people  one specialized job
another.

6. Both types are important ___ expectancy theory.

7. People are motivated _ emerging rather than fulfilled needs.

89



Exercise 8. Match adjectives and nouns to make the phrases from the text:

1) emotional a) state

2) good b) years

3) motivation C) exposure
4) working d) impact
5) personal e) growth
6) recent f) program
7) limited g) wages

8) motivating h) potential
9) supportive ) conditions
10) positive J) climate

Exercise 9. Form nouns from the words in bold.

1. will find these products on sale in the supermarkets. shop

2. In New York he became a at drama school. study

3. The ship left for New York with a crew of seven professional . sail

4. To the crew’s they discovered that nobody was on the
island. astonish

5. Each flag has its additional . mean

6. Another started at once. argue

7. Brighton is an ideal place for . relax

8. There are eleven in each team in cricket. play

9. They tried to persuade the to introduce new laws. govern

10.The road must be improved. safe

11.Finding a good job is uneasy without proper . qualify

12.Many people consider the of moving away. possible

13.1t is necessary to fill the form. apply

14.The rate of Is very high. employ

15.You have a great . imagine

16.To our great , It started to rain. disappoint

17.The better your education is, the less you will have in finding a
job. difficult

Exercise 10. Form adjectives from the words in bold.

1. Huge dinosaurs used to walk on the Earth. power
2. There are a lot of courses to improve your skills. train
3. This private boat carried a cargo of products. commerce
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4. The dodo lived on an island where he had no enemies. nature

5. There are hundreds of hotels in sunny Brighton. comfort

6. Enjoy delicious dishes in restaurants. fashion

7. Taking part in this attraction can be a bit . risk

8. The story describes the action of people. hero

9 plays are staged on Broadway. vary

10.The road was in condition. excellence

11.The method is always in great use. help

12.My father doesn’t buy newspapers. expense

13.Who is for making changes in our society? response

14.The Russians are considered to be very . hospitality

15.The equipment needs to be checked. electricity

16.1 was impressed by French cuisine. delicacy

17.She is not self- . confidence

18.The job will give him more freedom. artist

19.Paul’s Cathedral is an building. impress

20.In the old days the only means of transport was the horse. person

21.The trip was very . benefit

22.1s your answer from mine? differ
Test 1.
Adventure holidays are popular because they offer plenty of (1) . They are
great fun, but can be very challenging. They give (2)  teenagers a chance to
take part in many sporting (3) . If you take an adventure holiday, make sure
that all of your (4)  are experienced. If you discover that any of the staff are
(5)_ , do not go out with them. Check that the centre provides all the
(6) _ equipment that you need. Helmets and torches, which may seem
(7)____ and pointless can make the difference between lifeand (8)  if there
is an accident. Remember that although activities sound very (9)  in a book or
on TV, they may be much less fun in (10) . Bungee-jumping is an incredible

experience, but also very (11) :
If you find at the last moment that you are really terrified, then don’t do it!

(1)EXCITE (5) QUALITY (9) ATTRACT
(2)ENERGY (6) SAFE (10) REAL
(3)ACTIVE (7) NECESSARY (11) FRIGHTEN
(4)INSTRUCT (8) DIE
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Test 2.

The street party is a popular form of (1) in Britain. Whole street come together
to mark such important (2) occasions as a new millennium. Clearly it is
(3) to hold a party in a busy street, so traffic is banned. This may annoy
motorists but it is (4) . Street parties need the (5) of as many people as
possible. The (6) people who live in cities to unite as a community just as
they would in a (7) small village or town. Street parties are simple, (8)
affairs, which involve a great deal of eating, drinking, dancing and generally
(9 . There should be games so that small children do not get bored and
(10) . There should also be plenty of good music to (11)  the teenagers to
stay around.

(1) CELEBRATE (5) INVOLVE (9) ENJOY

(2)NATION (6) ABLE (10) BEHAVE

(3)POSSIBLE (7) TRADITION (11) COURAGE

(4)AVOID (8) COMPLICATE

Exercise 11. Make up Special questions from given words.

1) birthday / is / When / your?

2) many / How / cards / did / get / you?

3) do / What / like / you / presents?

4) mum / What / make / did / cake / your?

5) at the party / you / did / What / do?

6) like / you / parties / do / Why?

7) summer / are / this / where / you / going?
8) there / going / How / you / are?

9) take / going / to / what / you / are?

10) with / are / you / Who / going?

11) do/ going / to / you / there / What / are?
12) you / stay / going / to / are / Where?

13) What / playing / dad / sports / your / games / is / of / fond?
14) roller-skate / When / learn / you / to / did?

Exercise 12. a) Form all possible parts of speech from the words:

Mistrust, disagree, unforgettable, comfortable, prediction, sophisticated, desirable,
rebuilt, dishonest, increasing, impossibility, disappeared, appearance, unmarried,
approved, depart, discover, prehistoric, interaction.

b) Form single-root words using prefixes.
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. agree
. respect

. charge

. tolerance

. balance

. understand
. honest

. tie

9. built

10. pronounce
11. ability

12. conduct
13. approval
14. pleased

0O NO Ol WDN PP

Exercise 13. Determine which part of the speech the words belong to and translate
them.

Achievement — achieve

resistance — resistant,

measure — measurement

develop - development

graduate - graduation - undergraduate - post-graduate
educate — education

progress — progressive

act - action - activity - active

govern - governor - government.

Exercise 14. Change the word in brackets according to the content of the
sentence.

1. Herald Tribune has got a lot of (read).

2. Jim was (help), no one could help him.

3. Ron had a very (pleasant) talk with Mr. Willson, he looked very sad.
4. BBC and CNN work (professional).

5. Comics is a (fun) reading.

6. The flower smells (wonder).

7. 1 do grammar exercises (regular).

8. Columbus was a great (travel).
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Exercise 15. Choose the correct form and fill in the gaps.
a) travel — travelled, have travelled, will travel, traveler, travelling
1. We like ... to the southern countries.
2. We ... to the USA.
3. Columbus is a famous ... .
4. Next summer we ... to Bulgaria.
b) perform, performing, performer, performance
1. It was a wonderful ... !
2. Inever saw Ann ... in this play.
3. The actors ... a wonderful play.
4, Mark is a brilliant ... .
c) adventure(s), adventurous
1. We had many ... in our trip to Moscow.
2. Heis avery ... person.
d) exciting, excitement, excited
1. The film was very ... .
2. We are very ... by our future trip.
3. I got great ... from this film.

Exercise 16. Form the right words using suffixes and prefixes and fill in the
gaps.

Strong— 1.1 ... recommend you to come. 2. He showed me his ...3. [ become ...
every day.

Fortune — 1. I was ... this day. 2. ..., we missed the train.

Attract — 1. She was a very ... girl. 2. The place was dirty and ...3. | like this

popular ... .

Child — 1.1 was unhappy in my ... .2. Many ... play in the ground. 3. She was
very ... .

Act — 1. Reading isan ... 3. Many ... were taken to improve the situation. 4. She
IS a great ... . 5. Children were ... at the lesson. 6. She was lazy and ... .

Participate — 1. We are ... of the competitions. 2. ... in this concert made me
famous.
Athlete — 1. Tlike ... . 2. He is very ... strong.

Exercise 17. Change the words in italics.
The Pilgrim Route to Santiago

If you’d like to do something differ on your holiday, you might be interest in
following the Pilgrim Route to Santiago. The journey starts in France and takes you

through the marvel scenery of the Pyrenees to Santiago in Spain.
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It normal takes about five weeks to complete the 800-kilometre walk, which
gives you much than enough time to go sight. There are plenty of camp, but you can
also get rooms in monasteries, which cost little or nothing. Alternatively, you can
stay in comfort hotels, but these are obvious more expense.

The Pilgrim Route can be quite crowd during the summer. Some people find it
more enjoy to go in October and November, which are quiet months, but the
advantage of traveling then is that some of the hotels are closed.

Exercise 18. Fill in the sentences by adjectives in the brackets using suffixes -ful,
-ly or -y.

1. Youmusthbe............. when you open the door. (CARE)
2. The countryside looks very............c......... now. (COLOUR)
3. Thatwas avery................. thing to do! (COWARD)

4. Hehasa............... routine of exercises. (DAY)

5. Shewas.........cooeunu..n. when | told her my plan. (DOUBT)

6. Itwasvery................ so | drove slowly. (FOG)

7. It's nice meeting such a................... person. (FRIEND)

8. He looked very........cc.c....... in that hat. (FUN)

9. Theysaw a...........c.c....... figure at the castle door. (GHOST)
10. Working on the car made her hands..................... (GREASE)
11. Let'sgo for a.................. walk in the fresh air! (HEALTH)
12. We're....cocevvevnenee. that they'll agree to come. (HOPE)

13. Seeing all that food made me very................... (HUNGER)
14. She married a.................... businessman. (SUCCESS)

15. He looked....................... when he heard the news. (THOUGHT)
16. You can trust her. She'sa very.........cccoueu... girl. (TRUTH)
17. This map was Very............c....... on my holiday. (USE)

18. Itwas........ccveneene, to see him again. (WONDER)

Exercise 19. Form words with the opposite meaning using prefixes: in-, im-, ir-,
il-.

1)....accurate information 7).... logical response
2)....moral behaviour 8) ... .correct decision

3) ....capable of telling the truth 9) ....rational fear

4)....regular mail 10).... definite opinion
5)....considerate of others 11) ... .personal suffers
6)....patient pupil 12) ... .dependent commission
13) ....legible letter 18) ....curable disease
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14)....probable adventures
15)....different listener
16)....polite treatment

17) ....expensive gift

19) ... .responsible worker
20)....possible solution
21).... legal literature

Exercise 20. Fill in the table with the missing single-root words.

CymecTBuTeIbHOE (NOUN) gg?;:ir\?;eﬂbﬂoe Taaroa (verb)
success successful succeed
day -
annoy
behave
final
information
high -
compete
strong
solve
addition
special
help
shop
suggest
part
inventive
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Unit 13

Read the text and translate it into Russian. Use the Vocabulary list and a
dictionary.

Hiring (And Keeping) Great People

Finding and hiring the best candidates for a job have never been easy. It’s your
job, however, to first understand exactly what qualities you’re looking for in your
new employees, and then to identify them in your job candidates. Here are some of
the qualities that most employers look for when hiring new employees:

* Hard working: There’s nothing that will throw a manager into a paroxysm of rage
faster than having an employee who slacks off and who doesn’t seem to know the
meaning of the words “hard working.” Employees who are willing to work hard often
go above and beyond the call of duty in serving customers and in attending to the
needs of their organizations. As competition in global marketplaces continues to heat
up, employees who go above and beyond the call of duty may be the one thing that
differentiates organizations that succeed in the long run from organizations that don’t.

* Good attitude: By “good attitude,” we mean people who are positive, friendly,
and willing to help customers, clients, and coworkers. As you question potential job
candidates, it’s important to try to get some idea of what they’ll be like to work with
for the next 5 or 10 years. Skills are important, but attitude is even more important.
As highly successful Southwest Airlines puts it: “Hire for attitude, train for success.”

» Experienced: Experienced employees are worth their weight in gold. Not only are
you more likely to get a better, higher quality work product in less time, but you’ll
also have someone that is ready to perform at maximum potential in a few days rather
than the weeks or months it would take to train someone who is not experienced.

When you interview job candidates, be sure to take the opportunity to ask very
pointed questions that require your candidates to demonstrate to you that they can do
the job.

» Go-getter: This quality is the ability to take initiative to get work done. In an
Internet survey that Bob conducted for his book,001 Ways to Take Initiative at Work
(New York: Workman,1999), initiative was ranked as the top reason that employees
were able to get ahead where they work (which makes this quality something both
you and your potential new hires should be interested in).

* Team player: It’s almost a cliché that being able to be a team player and to
collaborate with others is a critical work skill in today’s organizations. But cliché or
not, teamwork is necessary to the success of today’s organizations and the ability to
work well with others is a definite must for employees in any business or industry.
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* Smart: People who are smart are able to solve problems—and solve them
quickly.

But keep in mind that, in the world of business, work smarts trump book smarts
every time.

» Responsible: Employees must take responsibility for their work; employees who
constantly try to shift the blame for their problems to other people or other things are
employees you cannot afford to employ. Look out for the little things—Ilike showing
up for the interview on time—which can be key indicators of your candiates’ sense of
responsibility.

» Stable: Stability is an important quality in the employees you hire; the last thing
you want is to hire someone today and then find out that he or she is already looking
for the next position tomorrow.

Consider how long the job candidate worked with her previous employer and why
she left. So much depends on your identifying and hiring the right people— you can’t
have a great organization without great people. Far too few managers make this task a
priority, instead devoting as little time as they can get away with when it comes to
preparing for and conducting interviews. The quality of the results of your hiring
process are generally directly proportional to the amount of time that you are willing
to sink into it. Put more time into the process, and you’ll probably find the people you
seek; put less time into the process, and you’ll be wondering why you can’t find
anyone to fill your position.

Tasks

1. Find in the text the following words and word combinations:
y3HaBaTh

paboTa B KOMaHJIie

MIPUOPUTETHBIN

MOTPY3UTHCSA BO YTO-THOO

pemars npoodsieMy

WHUIIAATHBA

omnpeesieHHass He0OX0IMMOCTh

YyBCTBO OTBETCTBEHHOCTHU

2. Form the paronymous words of the following:
- employ — solve — hire — initiate — responsible

3. Fill in the gaps with the following words:

Hiring  responsibility  potential  candidates
results
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1) As you question potential job....., it’s important to try to get some idea of what
they’ll be like to work with for the next 5 or 10 years.
2) So much depends on your identifying and.... the right people—you can’t have a

great organization without great people.

3) But you’ll also have someone that is ready to perform at maximum..... in a few
days rather than the weeks or months

4) Employees must take...... for their work; employees who constantly try to shift the
blame for their problems to other people or other things are employees you cannot
afford to employ.

5) The quality of the..... of your hiring process are generally directly proportional to
the amount of time that you are willing to sink into it.

4. Answer the questions:

1) What will throw a manager into a paroxysm of rage?

2) What is go-getter?

3) What is a definite must for an employee?

4) What kind of employees shouldn’t a manager employ?
5) What type of employee makes the company successful?

5. Match the features of a good employee and the content

Go-getter to perform at maximum potential in a few days
Team player not to look for another job after being hired
Smart to take initiative to get work done

Responsible to works very well and in a non-stop way
Stable to solve problems quickly

Hard working to work well with others

Experienced not to shift the blame for problems to others

6. Say if the statement is true or false. If it is false give the right variant.

1) Employees who are willing to work hard often go above and beyond the call of du-
ty in insulting customers.

2) Skills are important, but attitude is even more important.

3) In the world of business, book smarts trump work smarts every time.

4) The quality of the results of your hiring process are generally directly proportional
to the amount of time that you are willing to sink into it.

5) Look out for the little things—Ilike hurrying up for the interview on time—which
can be key indicators of your candidates’ sense of responsibility.
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6) Teamwork is necessary to the success of today’s organizations.

7.Form adjectives from the words in bold. Mind the prefix UN-

1. Two brothers Montgolfier were responsible for designing the

first air balloon. France

The design of the balloon was based on law. science

Some flyers have had an accident. fortunate

The first flight was in 1783. success

You cangoona ride on a horse back. enjoy

He had an idea. imagine

More visitors can try «The Vampire Ride». adventure

Riding fast high above the park can be a experience . scare

Nature is so that’s why we cannot forecast more than

for a few days. predict

10. people or things existed in the past are considered to be a part of
history. history

11. baseball began in the USA in 1865. profession

12.In the USA baseball is considered as a sport. nation

13.1t will be an experience for me. forget

14.He started his own business and became . wealth

15.The bridge was very . use

16.1t has become the place of importance. globe

17.At first sight it seems . believe

18.The situation is becoming more . understand

19.She is a very woman. effect

20.Everyone fell in the room. silence

21.1t was the most journey | have ever had. please

22.1tis to drive without seatbelt. Legal

© 0N O WN

8.Form verbs from the words in bold.

1. He and lay on the bed. dress

2. He could enter the house because the door was . lock

3. The usual practice at the History lesson is to texts. tell

4. The exercise must be . Write

5. Teachers sometimes students. understand

6. When the child she was unable to cope with him. behave
7. The parents the child to go out late at night. allow
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8. When the days begin to then the cold begins to

. long/ strong

9. They’re trying to our name. black

10.The snow the mountain tops. white

11.He was by his family to learn music at a young age. courage

12.The town is by fortified walls. circle

13.The route was built to trucks to get around a waterfall. able

14.No argument can a war. just

15.1f you a substance, you make it pure by removing any dirty
substances from it. pure

16.You have him as an ambitious person. character

17.His mother rarely him or any of her children. critic

18.I’m sure Rose will many of us. live

Test 1.

Malaria is one of the most common (1) diseases in the world. So far the only
kind of (2) implemented by the affected countries has been distributing
mosquito nets and basic medicines. (3) and doctors have been working on a
malaria vaccine for many years. However, although all vaccines produced so far have
shown good results on monkeys their (4) In tests on humans was far less
(5) . Research on the malaria vaccine arouses (6) interest in African,
Asian, and South American countries, where malaria is (7) a most
dangerous disease causing (8) loss of life and (9) problems. Everybody
is then (10)__ waiting for good news about (11) trails of a new medicine
as the future costs of malaria spreading are indeed (12)

(1) INFECT (5) IMPRESS (9) ECONOMY
(2)PREVENT (6) CONSIDER (10) PATIENCE
(3) SCIENCE (7) ECONOMY (11) SUCCESS
(4)EFFECT (8) PATIENCE (12) PREDICT

9. Write down questions to the sentences beginning from the words in the
brackets.

1) My sister eats sweets every day. (Who)

2) | haven't seen Peter since Saturday. (Since when?)

3) They are planning to have a holiday soon. (They)
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4) She made a beautiful dress for herself last week. (What?)

5) Everybody was waiting at the door to the museum. (Was)

6) By the end of the year he had read about twenty books. (How many)
7) He didn't know how he could help his friend. (Why?)

10. Complete disjunctive giestions.

1) The books about animals are real fun, ...

2) You really like reading magazines, ...

3) You can go to the library tomorrow, ...

4) Your mum thinks adventure stories are exciting, ...
5) You haven't seen «Harry Potter» yet, ...

11. Choose the correct auxiliary verb (is, are, did, does, have, will) for the next
guestions.

1. there any sports facilities nearby?

2. the guide speak Russian?

3. breakfast included?

4, you provide the necessary equipment?
5. the train arrive at 10 or 117

6. you meet with your friends tomorrow?
7. you ever admitted teenagers?

8. John study last month?

9. Why Ann often go to the exhibitions?

10. When you planning to go to Italy?

11. Where___your luggage? — It’s in the cloakroom.
12. she arrived yet? — Yes, she :

13. you waiting for me? — Yes, | :
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14, your sisters fond of music?
15. your parents live in Moscow?
16. Ann go jogging to the park last weekends?

12. Determine which part of the speech the words belong to and translate them.
British, foolish, interesting, heartless, childless, successful, experiment, function,
musician, teacher, artist, criticism, professional, national, industrial, useful,
difference, treatment, creative, attractive, peaceful, dangerous, humorous, elementary,
childish, economic, director, worker, marriage, freedom, kingdom.

13. Form nouns using the next suffixes:
-dom, -ian, -ship, -hood, -ist.

1. real
2. music

3. member

4. friend

5. medal

6. drama

7. king

8. companion
9. free

10. scholar

11. wise

12. style

13. owner

14. psychology

14. Form the right word from the brackets according to the content of the
sentence.

1. Thisisthe most .............. concert [‘ve ever been to.(Expense)
2. Ttisavery ......... (Danger)

3. Susan is very......and wants to do well. (Ambition)

4. 1twasso ............. that she couldn’t see anything? (Fog)

5. Dan is really very...... , even rude sometimes. (Polite)
7.Janisvery ....... She always keeps her promise.(Response)

8. Mary...... and they never s aw her again. (Appear)
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15. Change the word in brackets according to the content of the sentence.
1.(Fortunate) he lost all his money.

2. | stay away from (cruelty) people.

w

. | feel (depress) when | am very busy.

4. John is a drug (addiction). He has had this (addict) for several years.

5. Sandra has never felt such (humiliate).

6. What a (fail)! Evidently our team is losing the game.

7. What room (serve) can you offer?

8. It’s often said in newspapers that all people are (equality).

9. I’'m talking (serious), stop laughing now!

10. What a wonderful (image) Jane has got! Her story is really beautiful and
touching.

11. I’m sorry for (interrupt), but I must deliver this important information.
12. This program is really (entertain).

13. Did he (threat) you? — Oh, no. He just warned me.

14. It was an (forget) concert. The music was live, we enjoyed it a lot.

16. Correct the mistakes of the words in italics.

1. Most office work don’t change their jobs because they earn much in the office.
2. Will you fill in the apply form?

3. His new job is very stress.

4. Her desk is so tidy that it’s possible to find what she wants.

5. My teacher courage me to enter this profession.

6. She was award a first-class Diploma.

7. When | was in the USA, | was impress by the hospitable | received.
8. This iron is broken; it needs mend.

9. | hate that bright coloured pullover.

10. I’'m going to do lots of shop while I’m in Paris.

17.a) Form nouns from the given verbs and write them down in the table:

-afce -ence -ment
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to signify

to appear

to prefer

to obey

to disagree
to correspond

to disappoint
to depend

to enter

to acquaint
to differ

to attend

b) Fill in the sentences with the nouns appropriate in meaning from the part

a). L. ldon'tlike her.......c.cccooeeveiieeinnnnnnn, she looks rather unhealthy.

2. There are MANY....coiiiiieiee e between people's tastes
aANd..cvviieiee

3. The e, of the church was richly decorated.

4. Regular.......ccccooveveviinnnnnnn, at lessons is necessary to be successful in learning.

5. Goths wear some decoration, which have religious.............cccccccvviviiieiininnnnne,

6. E-mail........cccoooviiie Is becoming more and more popular nowadays.

7. MiNoOr......ccoevieeiiciee, in a family can cause great...........cccceveveeeveevieeinnenn

8. Heisanold.........cccoovvvvininennn, of mine.

18.Choose the right variant

1. After lunch you phoned someone.
a) Who rang you?
b) Who did you ring?
2. The policeman is interviewing the robber.
a) Who is interviewing the robber?
b) Who is the robber interviewing?
3.... Is it from here to St. Petersburg?
a) How far
b) How long
4 .... would you like to drink?
a) Which
b) What
5. ... of brothers Grimm was the eldest?
a) Who
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b) What
c) Which
6. It's so cold today. ... put on your warm coat?
a) Why you haven't
b) Why haven't you
7. -... birthday is it today? - It's Janet's birthday today. She is 19.
a) Which
b) Whom
¢) What
d) Whose
8. .... does it cost to stay at the Hilton Hotel?
a) How many
b) How much
¢) What
9. - ... is Pam's sister? - She's a secretary at our college.
a) What
b) Who
c) Where
10.You can have a photo. ... one would you like?
a) What
b) Which
11.- Tell me something about Fred's wife. ... ? - Oh, she's about 25, she's pretty and
friendly.
a) What is she?
b) What does she like?
¢) What is she like? d) Who is she?
12. - ... will it take me to learn French?- | think you'll be able to speak in another few
months.
a) How much
b) How long
¢) What
13. Bob and Alice got married in 1991.
a) How long have they been married?
b) How long is it since they got married?
c) When did they get married?
14. He can play golf well, ... ?
a) ..., doesn't he?
b) ..., can he?
C) ..., can't he?
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15. You are the new secretary, ... ?
a) ..., aren't you?

b) ..., are you?

C) ..., don't you?

16. Mr. Evans is speaking over the phone, ...?
a) ..., Is he?

b) ..., isn't he?

C) ..., doesn't you?

17. You like black coffee, ... ?

a) ..., aren't you?

b) ..., don't you?

C) ..., do you?
18. I'm pronouncing your name correctly, ...?
a) ...,aren't 1?

b) ...,don" t I?

C) ..., amnot I?

19. You aren't well enough. You should stay with either me or your son, ...?
a) ..., should you?

b) ..., shouldn't you?

C) ..., are you?

20. I'mnot ill, ...?

a)...,arel?

b) ...,am I?

21. It's a nice day, ... ?

a) ..., does it?

b) ..., isit?

C) ..., Isn't it?

22. There isn't a cloud in the sky, ... ?
a) ..., Isit?

b) ..., does it?

C) ..., is there?

23. We haven't got much time, ... ?
a) ..., do we?

b) ..., don't we?
C) ..., haven't we?
24. Sam doesn't work hard, ...?

a) ..., IS he?
b) ..., does he?
C) ..., isn't he?
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25. Oh, there are a lot of photos in the album,... ?
a)..., aren't they?

b)..., aren't there?

C)..., are there?

26. There was nobody there, ... ?

a) ..., was there?

b) ..., wasn't there?

C) ..., were there?

27. Your son didn't help you much, ... ?

a) ..., did he?

b) ..., had he?

28. They sent a letter the day before yesterday,... ?
a)..., did they?

b)..., hadn't they?

C) ..., didn't they?

29. Dad hasn't read the newspaper yet,. .. ?

a) .., hasn't he?

b) ..., has he?

C) ..., did he?

30. There will be a nice film on TV tonight, ...?

a) ..., won't there?

b) ..., will it?

C) ..., will there?

31. Neither your parents nor mine can lend us some money, ... *
a) ..., can they?

b) ..., can't they?

C) ..., do they?

32. He never uses his car except when it's necessary, ... ?
a) ..., doesn't he?

b) .., does he?

C) ..., Isn't it?

33. There's little point in doing anything about it:, ... ?
a) ..., Isit?

b) ..., isn't there?

C) ..., is there?

34. Why ___ they buy so many fruits last weekends?
a) did

b) do

C) have
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35. Ann spent a lot of time making a report,..."

a) isn’t she

b) doesn’t she

c¢) didn’t she

36. ... you (like) swimming?

a) Do you like

b) Does you like

c) Are you like

37. .... your sister often (go) to the theatre?
a) Is...go

b) Does ...go

¢) Do...goes

38. What ... your parents' address?
a) is

b) are

c) am

39. Your money... in your handbag.
a) are

b) is

C) am

40. Where... the Johnsons (live)?
a) Where do the Johnsons live?

b) Where are the Johnsons live?
¢) Where does the Johnsons live?
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Unit 14

Read the text and translate it into Russian. Use the Vocabulary list and a
dictionary.

Vocabulary list

charter - ycras

ISsue - Bompoc

temporary - BpeMeHHbI!
deadline - xpaitauii cpok
0Ngoing - MOCTOSIHHBIH
liability - oTBeTCTBEeHHOCTH
solicit - xomaraiicTBOBaThH
facilitate - cmoco6cTBOBATH
casual - cimyyaitHbIit

sibling - poxHoit Opat
dishand - pachopmupoBsiBaTH
repercussion - mociaeacTBHs
tap - kpan

a bang-up captain — nmepBOKJIACCHBII KanmuTaH
essential - cyriecTBeHHBIIH
foremost - nepBoouepeaHOI

Creating a Team Culture

Once you decide to create a team to address some organizational opportunity or
problem, you’re faced with a decision: What kind of team should you set up? There
are three major categories of teams, including: formal, informal, and self-managed.
Formal Teams

A formal team is a team that is chartered by an organization’s management and
tasked to address specific issues or to achieve specific goals. Types of formal teams
include:

« Task forces: These are formal teams assembled on a temporary basis to address
specific problems or issues. A task force could, for example, be created by
management to get to the bottom of recent customer complaints about product
quality. Task forces most often are given deadlines for addressing their problems or
issues and reporting their findings back to management.

110



» Committees: Committees are long-term or permanent teams designed to perform
an ongoing, specific organizational task. Examples include safety committees
required by company liability insurance policies and employee morale committees
designed to make the workplace more fun for workers.

* Command teams: Command teams combine some aspects of a regular hierarchy
with teams because they are comprised of a manager or supervisor and all the
employees who report directly to him or her. While employee input and suggestions
are often solicited, there is no question that the manager or supervisor is in charge
and that he or she will ultimately make important team decisions. Some common
examples of command teams include disaster operations teams, company sales teams,
and management teams.

As integral parts of the official structures of the organization in which they
function, formal teams play an important role, both in facilitating communications
between the different levels of the organization, and in organizing people to get
things done.

Informal Teams

Casual associations of employees that spontaneously develop within an
organization’s formal structure are known as informal teams and some observers
consider them to be more important in how work gets done than their formal team
siblings. Informal teams can form and disband anytime, anyplace, and they may arise
for a wide variety of reasons.

An organization might, for example, have an informal team of employees who like to
play softball after work, or who have banded together to address problems with
indoor air pollution at a manufacturing facility, or who have decided to organize a
company trip to Las Vegas.

Informal teams are important to organizations for the following reasons:

*They foster communication among employees in different parts and at different
levels of the organization. Because informal teams are not chartered by management,
they are safe for employees to speak freely and without fear of negative
repercussions.

* They provide a way for employees who might not usually be tapped by
management to lead formal teams to practice leadership roles. While the mailroom
clerk might not, for example, be management’s leading candidate to lead the site
selectioncommittee for a new factory, he might very well make a bang-up captain of t
he company bowling team.

Self-Managed Teams

The new kid on the team block, self-managed teams hold much promise for
organizations by combining the best attributes of both formal and informal teams.
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While self-managed teams are most often created by a manager, when given
sufficient authority and autonomy, they quickly take on many of the roles that would
normally be served by the organization’s managers including making decisions,
hiring and firing employees, creating and managing budgets, and much more.
The most effective self-managing teams are:
» Made up of people from different parts of the organization.
« Small because large groups create communication problems.
« Self-managing and empowered to act because referring decisions back up the line
wastes time and often leads to poorer decisions.
« Multifunctional because that’s the best—if not the only—way to keep the actual
product and its essential delivery system clearly visible and foremost in everyone’s
mind.

Tasks

1. Find in the text the following words and word combinations:
CTOJIKHYTBhCS C PELIEHUEM

n00paThCs A0 TITyOUHBI

pEe3yJIbTAThl PacCIeAOBaHUS

JOJITOBPEMEHHBIN

OBITH OTBETCTBEHHBIM 3a UTO-JIHOO0

HEOTheMJIEMasl 4acTh

MHOTO(YHKITHOHATBHBIN

BUJIUMBII

2. Fill in the gaps with the following words:

Freely hierarchy deadlines insurance  attributes

1)Task forces most often are given.... for addressing their problems or issues and re-
porting their findings back to management.

2) Because informal teams are not chartered by management, they are safe for em-
ployees to speak..... and without fear of negative repercussions.

3) The new kid on the team block, self-managed teams hold much promise for or-
ganizations by combining the best.....of both formal and informal teams.

4) Command teams combine some aspects of a regular..... with teams because they
are comprised of a manager or supervisor and all the employees who report directly
to him or her.

5) Examples include safety committees required by company liability...... policies
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and employee morale committees designed to make the workplace more fun for
workers.

3. Answer the questions:

1) What is a task force?

2) What types of committees are there?

3) Who is in charge for a command team?

4) Why are informal teams necessary?

5) What are the features of a good self-managed team?

4. Match the teams and their features.

Team Team characteristics

Task forces supervisor is in charge

Committees form anytime, anyplace

Command teams on a temporary basis

Informal teams people from different parts of the organization

Self-managed teams  perform an ongoing organizational task

5.Form verbs from the words in bold.

1. The symptoms of her illness have . appear
2. The student the teacher and did the wrong exercise. hear
3. Last week the government the citizens about the political
situation in the country. inform
4. His own mind was and by foreign
travel. large/rich
5. Martin all the people in the area. He died at the age of 101. live
6. The elderly are usually with the young. satisfy
7. Nowadays the risk of serious illness has . less
8. Do you mean to me? threat
9. Unfortunately, the cooperation between two countries was
. organize
10.The line was , though not dead. connect
11.1 am very with you. appoint
12.The students the teacher. obey
13.What does the emblem ? symbol
14.1f someone a word, they spell it wrongly. spell
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15.Don’t let this you. courage
16.He recognized her voice and his face . soft
17.The men tried to each other in their generosity. Do

. Make up questions.

. They had to stay there for another fortnight.(General)

. He had his hair cut yesterday.(Special)

. He told us a few words about his studies.(Special)

. Mr. Brown drank a cup of coffee.(Alternative)

. They don’t have earthquakes there.(Disjunctive)

. Make up sentences.

. [to/that/I/hardly/told/needed/be/was/careless/|/.

. lwrong/in/plans/lot/things/a/went/of/my/of/spite/careful/.

. Isame/the/still/when/returned/town/later/l/was/the/years/.

. /hurry/must/night/caught/not/to/we/by/be/.

. Iseen/climbing/wall/the/was/as/over/the/was/thief/he/.

. Translate from Russian into English.

. ITycTb OH 00paTUTCS K MOEMY JIPYTY 32 COBETOM.

. MEI JOJI’)KHBI ObLIH MNOCICIINTD, ITIOTOMY 4YTO (1)I/IJ'IBM YKE Ha4YaJICA.
. Ecnii on He OyzeT Tak ObICTPO TOBOPUTH, 51 CMOTY €TI0 TOHSTh.
. Jlxxek cipocuit 6para, ¢ KeM OH TOBOPUJI 110 TesedoHy.

. 51 Tak ycramna, 4TO HE MOIJIa €CTh, XOTSI 00€/1 ObLIT YK€ CBapeH.
. Finish the sentences.

. I haven’t seen my friend since ...

. Was he sure that ...
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3.
4.
5.

10

He wondered why ...
When she leaves the party ...

If he has much money ...

. Form nouns using the next suffixes:

-er/-or, -tion/-sion, -ance/-ence, -ment.

O© 00 NO O WN B
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11.

. expand
. edit

. describe
. attend

. eXpress
. prefer

. repeat

. ignore

. law

. involve
. amuse

. achieve
. govern
. Invent

-y, -ic, -(i)an/-(i)al, -less, -ly.

O© 00 NOoO Ol & WDN B

10
11
12

12

. dead

. linguist
. option

. volcano
.aim

. colony
. culture
. greed

Germany

. allergy

. critic

. Australia

. Form nouns using the next suffixes:

-ous, -able /-ible, -ive, -ful.

Form nouns using the next suffixes:
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. knowledge
. mountain

. luxury

. support

. change

. beauty

. pain

. describe

. sense

10. forget

O© 00 NO Ol WDN B

Test 1. Form the right word from the brackets according to the content of the
sentence.

l.Itisnot ...... to wear long skirts at the moment.(Fashion)

2. Mark Twain wrote many...... stories. (Humour)

3. Another...... against cars is that people travel long distances without having any
physical activity. (Argue)

4. The author of the puzzle was Arthur Waynne, a ...... from Liverpool. (Journal)
5. Do you think you have the...... to pass the exam? (Able)

6. Youneedalotof...... to write a good story. (Imagine)

7. 1 read an interesting ...... in the newspaper. (Advertise)

8. Their friendship began in their ...... . (Child)

Test 2. Form the right word from the brackets according to the content of the
sentence.

. ’'m telling you the ...... ' T swear! (True)

. Your composition isn’t good enough. You’ll have to ...... it. (Write)
. Do you know the correct ......... of this word. (pronounce)

. They need your ...... before they can do it. (Sign)

. It all happened quite....... I didn’t have time to think. (Sudden)

. The leaflet gives a brief...... of each place. (Describe)

. Can you give us a quick ...... of how it works? (Explain)
.Goldisavery ...... metal. (Value)

0O 1 O D K W~

Test 3.
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Our new multi-activity holidays offer a wide (1) of courses. Ranging from
(2) to cookery. And they are so (3)  that everyone can afford them.
Supervision at all times by our experienced, (4) staff is included in the price
of the holiday. If you are (5) in trying out an adventure course, don’t worry if
you are (6) - we understand that not everyone is a super-athlete. Our helpful
(7) will take your level of (8) into account and design the course
accordingly. You don’t have to be physically (9)  to enjoy one of our holidays.
There are different courses for computer fans, (10) and artists. Every one has
a lot of fun and you will never tell (11) . So write or telephone now for an
application form and join in the fun.

(1) VARY (5) INTEREST (9) ACT

(2) MOUNTAIN (6) FIT (10) MUSIC

(3)EXPENCE (7) INSTRUCT (11) COURAGE

(4) QUALIFY (8) ABLE
Test 4.
It is (1) to think that as recently as 1903, many of the world’s leading
(2)___ were still absolutely certain that people would never fly. An (3) us
professor declared in that year that a flying machine was (4) because
something which was (5) than the air itself could not take off. But just a few
weeks later, came the surprise (6) that two brothers from Ohio named
Wright had just built such a machine.
The media remained so (7) by their claims, however, that neither reporters nor
(8) were sent along to witness any of their test (9) . The brothers,
somewhat discouraged, then offered their (10) to the US army, who showed
no interest. It was only when a French company began to take them (11) that
the brothers had the opportunity to prove the experts wrong.

(1) CREDIBLE (5) HEAVY (9) FLY

(2) SCIENCE (6) ANNOUNCE (10) INVENT

(3) INFLUENCE (7) CONVINCE (11) SERIOUS

(4)POSSIBLE (8) PHOTOGRAPH

13. Change the word in brackets according to the content of the sentence.

1. The kids played (cheer) in the yard.
2. It’s the first time I have been to London, I am a (strange) here.
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3. He tried to (concentration), but in vain, the headache was splitting.

4. The Hermitage is a real (treasure) of Russian art.

5. The (quiet) of the house was very unusual, so they decided to enter. At the (enter)
they were stopped by an old man.

6. It’s a strange (feel) as if I have been there before.

7. 1t’s a little (peace) village situated far from the city.

8. Matilda had never had the feeling of (lonely), how could she be lonely if she had
lots of books around her.

9. I like Christmas (cheerful).

10. The baby was sleeping (peace) in his crib.

11. Amanda has never spoken a word of (wise), | have never seen such a stupid girl.

14. Change the word in brackets according to the content of the sentence.

1. People have made a lot of (discover).

2. Ron is (skill), he can’t do anything.

3. Edwards is a famous (production).

4. Space (explorer) is very important for any country.

5. Americans were the first to (flight) to the Moon.

6. Mary has a very good (memorable), she can learn any poem in 5 minutes.
7. (whole), I understand the topic rather well.

8. (Create) of a spaceship is a very difficult process.

9. We had a very long (argue) about the terms of the experiment.
10. Alice has a deep (know) of Chemistry.

11. The tool was (use) for us, you needn’t have brought it.

12. How did you (achievement) such results?

13. Japan is a (lead) country in developing new technologies.

15. Classify the verbs according to the suffixes and translate them.

To classify, to decorate, to sharpen, to realize, to demonstrate, to satisfy, to organize,
to illustrate, to shorten, to criticize, to simplify, to deepen, to graduate, to strengthen,
to intensify, to separate, to modernize, to falsify, to broaden, to specialize, to
nationalize, to educate, to electrify, to threaten.

-ize (-ise) -ate -(Ofy -en
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16. Fill in the sentences with the right words from the given ones. In some cases
it needs to make negative form using such prefixes as: dis-, in-, un-.

We must take............... before things get worse.

There's a lot of............... outside the stadium.

Don't worry about the volcano. It's been................. for years.
She said she wanted to be a television.........................

(DACT

Are all those.................. they put in food really necessary?

N, to doing the cleaning, | make the coffee. (2) ADD

Thisisan........c......... piece of work.

| am full of................... for the improvements he's made. (3) ADMIRE

Unfortunately, you'll be at a..................... if you can't drive.
Knowing a lot of languages, he'sinavery................... position.
He works for an.................... agency.

| saw an.................. for the job in our local newspaper.

He gets very angry if you................. with his ideas.
The.............. we made was for one year only.

(4) ADVANTAGE

(5) ADVERTISE

(6) AGREE

| only had a day to visit all the tourist.....................

) 7) ATTRACT
She smiles so.......ccccuvvunnnn. . doesn't she? (7) ¢
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MPUJIOKEHUE
METOJNYECKHUE PEKOMEHJIALIAU 1O MOATOTOBKE MPE3EHTALIUI

1. HpoanaﬁTe METOAUYECKHUE PEKOMCHIAIUMA MO0 MOATOTOBKE npe3eHTaum71 |
AeJ0BOIro nmucbmMa.
Common Guidelines

Giving a presentation is like taking your audience from start to finish on a journey.
At the start, your audience requires some basic information before they can
accompany you. Once they have the information they are ready to listen to you and to
follow you up to the final message. An accurate start helps to create a good
Impression and your aim is to be grammatically accurate as well.

Here are some common guidelines of how to make a Power Point presentation.
One of the most challenging aspects of writing a presentation is the ability to
organize information i n a logical way.

Introduce yourself. The amount of information about yourself and your work
depends on the presentation you are giving. For example, for a presentation to your
colleagues, you don't need to give your name or your professional background, while
presenting a new product to a client, all those things will be necessary. Besides, make
sure that you are comfortable talking about your past and present experience.

Use the following phrases for welcoming and thanking the audience. Tell the
audience your destination and the purpose of your presentation. If the audience does
not know why they should listen, they won't support and accompany you. Don’t
forget to use expressions for introducing the subject and outlining the structure of
your presentation. Mention them in your closing summary and recommendations:
Good morning, ladies and gentlemen
Good evening, everyone
Thank you for inviting me to speak about...

Tonight I’'m going to talk about...
I would like to start with...
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I shall begin by...

The purpose of the presentation is to introduce the range of ...
Let us begin with...

However...

As far as ... is concerned ...

Moving on to...

My third point deals with...

And last but not least...

So, in conclusion, you can see that...

Let me summarise what I’ve said.

Finally, may | remind you of the main points we’ve considered.

Outline the main points that you are going to develop and the order in which you
would like to present facts. Choose attractive background and suitable text colours.
Presentation software can be fun to use. Be creative, but do not include too many
effects which may distract your audience from your content. Make sure the text is
large enough so that the audience can read it easily from any place. Also, use a
standard font that is not too complicated or distracting. Use positive statements like
‘The figures show...” rather than a vague language like ‘The data could possibly
suggest...’

Your presentation will be effective if you know basic rules of working with slides.
Don’t use too many slides: one or two per minute will be enough for your
presentation. Don’t present information in sentences and paragraphs; divide it into
individual parts. Try not to present more than six points on a slide. You should also
reduce your text to the keywords and phrases: try to have no more than six words per
line. Remember that a graph or a chart is much easier to understand than a text. Still,
too many visuals may confuse the audience: don’t overload them with clips. Try to
help the audience to understand the matter better by highlighting. Explain the most
important information. Check all materials and equipment beforehand, and make
several backups of your presentation. Don’t be too technical: adapt to the target

audience, and don’t read out the text on the slides.
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I. Use the following expressions for opening, directing and closing the meeting:
1. Right, shall we get started?
2. The first thing we have to discuss is...
3. I’d like to give the floor to...
4. Does anyone have any comments?
5 Would you like to come in here?
6. We seem to be losing sight of the main issues.
7. With respect, I don’t think that is entirely relevant.
8. Could we stick to the subject under discussion, please?
9. Perhaps we could come back to that later.
10. I’ll come to you in a minute.
11. Are there any other points anyone wishes to make?
12. To sum up,...
13. Are we all agreed on this?
14. Shall we take a vote? Are all those in favour? Are all those against?
15. | declare this meeting closed.
II. OTBeThTE HA CiIeAYIOLIHE BONPOCHI.
1. What common guidelines of making presentation are pointed out in the text?
2. Why isn’t it recommended to use too many effects in the presentation?
3. What are basic rules of working with slides?
4. How should the information be presented in the slides?
5. What general advice can you give for using visuals?
II1. ITpounTaiiTe MeTOANYECKHE PEKOMEHAALUY 110 HAIIMCAHUIO U COCTABJICHUIO
aHHOTALIMIA.
How to write an annotation
In this post, we are going to speak about how to create an annotation so that it is
exciting to read through. Students learn about the purposes and techniques of
annotation by examining text closely and critically. They study sample annotations
and identify the purposes annotation can serve. Students practice annotation through

a careful reading of a story using specific guidelines. Students can work in pairs,
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practice using footnotes to present annotations, and reflect on how creating
annotations can change a reader's perspective through personal connection with text.
Reading is one thing, but getting something of value from what we read is another.
As an "active reader,” you already know that when you read textbook assignments,
you should have questions in your mind. As you read, you should be looking for the
answers to these questions. You should also have a pencil in hand so that you can
"annotate” your text. As the word suggests, you "take notes" in your textbook. Unlike
"highlighting," which is a passive activity, the process of annotating text helps you to
stay focused and involved with your textbook. You'll find that the process of taking
notes as you read will help you to concentrate better. It will also help you to monitor
and improve your comprehension. If you come across something that you don't
understand or that you need to ask you instructor about, you'll be able to quickly
make note of it, and then go on with your reading.

Annotating a text sample means you are taking notes on the text, highlighting
words you feel are important to the text, writing common links to other text samples
you have read and writing any questions you have in regards to the text sample.
Annotating text samples help you gain a better and deeper understanding of the text
than you would by just reading it over as it compels you:

Step 1. Read the text passage two or three times to get a better understanding of the
text. Look up any words you do not understand in the dictionary. This will help you
figure out whether or not the text is important enough to be annotated.

Step 2. Highlight or underline any words that appear important to you. Write notes on
the sides of the words as to what you think the words imply or their significance to
the text.

Step 3. Write any questions you have in regards to the text or words you have
highlighted. Write samples of similar words and how, if used, they may change the
meaning of the original text. Write down research you want to do in regard to the text
sample. Write down any links from the text to other text samples you have read of a
similar context.

A list of some techniques that you can use to annotate a text:
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* Underline important terms.

* Circle definitions and meanings.

» Write key words and definitions in the margin.

« Signal where important information can be found with keywords or symbols in the
margin.

* Write short summaries in the margin at the end of sub-units.

 Write the questions in the margin next to the section where the answer is found.

* Indicate steps in a process by using numbers in the margin.

Useful samples of how to annotate a text:

As the title implies the text describes ... — Kak yka3aHO B 3arojloBKe, TEKCT
OTIHMCHIBACT ...

It is known that ... — 3BecTHO, 4TO...

It should be noted about ... — Cnexyer oTMETUTS, YTO ...

The fact that ... is stressed. — [loquepkuBaercs ¢akt, 4To...

It is spoken in detail about... — Ilonpo6HO roBOpHUTCSA O ...

It is reported that ... — Coobmaercs, 4uto ...

Much attention is given to ... — bonblioe BHUMaHuE ynensercs ...
It is shown that ... — [Tokazano, 4ToO ...

It is formulated ... — ®opmynupyercs ...

... 1s proposed — [Ipennaraercs ...

... are examined — [TpoBepsroTcs (paccMaTpuBarOTCs )

... are discussed — O06cyx1ar0TCA ...

It is described in short ... — KpaTko onuceiBaeTcs ...
It 1s introduced ... — BBoaurcH ...

It is shown that ... — IToka3ano, 4ToO ...

It is given ... — [laercs (npennaraercs) ...

It is dealt with ... — PaccmatpuBaercs ...

It is provided for ... — ObGecneunBaercs ...

It is designed for .... — IIpeaHa3naven 1 ...

It is examined, investigated ... — Mccnenyercs ...
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It is analyzed ... — Ananusupyercs ...

The main idea of the text is ... — OcHOBHAas UIes TEKCTA — .....

It gives a detailed analysis of ... — OH gaeT moapOOHBIA aHATHS ...
It draws our attention to ... — OH oOpalaeT Hallle BHUMaHUE ...

It is stressed that ... — [ToguepkuBaeTcs, 4ToO ...

The text is of great help to ... — TekcT oueHb MOJE3€H ...

The text is of interest to ... — TekcT UHTEpeceH ...
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I'mraiino Exarepuna HukonaeBHa
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