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IMPEANCIIOBUE

Lenpto y4yeOHOro moOCOOMSI SBJIAECTCS JalbHEWIEEe pPa3BUTHE Y
CTYACHTOB HAaBBIKOB YCTHOM W IIMCBMEHHOW pEYM HAa Marepuaie
poQecCHOHATbHO-OPUEHTUPOBAHHBIX ayTEHTUYHBIX  TEKCTOB U
MOATOTOBKA MX K BBINOJIHEHUIO (PeepabHOIO0 MHTEPHET-2K3aMeHa.

Bropast yacTe 0a30BOro Kypca COCTOUT U3 2 YPOKOB M BKJIIOUAET TEKCTHI
U JIEKCUKO-TPAMMATHYECKHE 3aJaHHsI B COOTBETCTBUM C TEMATUKON
MPOrPAMMBI  II0 AHIJIMHMCKOMY SI3BIKY JUISI CTYJEHTOB HEA3BIKOBBIX
(akynpTeTOB. YPOKH 5-6 COOTBETCTBYIOT Tperbemy Moayio YMK
OUCHUIUIMHBL  «VIHOCTpaHHBIM  S3BIK», KOTOPBIM ONpEAECHACTCA  Kak
poQeCcCuOHATbHO-OPUEHTUPOBAHHBIN KypC. YPOK 5 CONEPKUT MaTepHUaIIbl
nmo teme «Mosi Oyaymas mnpodeccus» W HUMEET, TakKuM 00pa3oM,
MEJarOTMYECKYI0  HANpPAaBJIEHHOCTh. 3aJaHWs ypOKa S5 OTIMYarTCA
MOBBIIIEHHOW CJI0KHOCTBIO: OHH BKJIFOYAIOT TPAaMMAaTHKy HEJIMYHBIX (HOopM,
B T.4. KOHCTPYKIMH THCbMEHHOM peyu, U OOJIbIIOE KOJIUYECTBO
YIpaKHEHUH TBOPUYECKOTO XapakTepa: OO0ydyeHHE IHUCKYCCUM, HANMCaHUE
ACCE U T.II. YPOK 6 MOCBALIEH TeMe «JlemoBast koMMyHHUKanus». OCHOBHOE
BHHUMAHHE 3/IECh YAEISACTCS COCTABJIEHUIO NIEJIOBBIX INHCEM PA3JIUYHON
TEMAaTUKH, ()aKCOB, CIIY>KEOHBIX 3aMKCOK, PE3IOME U JIp. BUIOB TMCbMEHHBIX
OOKYMEHTOB. Kpome TOro, CTyZEHTBl 3HAKOMATCS C HAOWMOHAIBHBIMHU
OCOOEHHOCTSAIMM JIeJIOBOTO OOIIEHUs aHIrJIO0S3bIYHOro apeana. Kaxmgoe
IrpaMMAaTHYECKOE 3aJaHHE COMPOBOXKIAECTCA CCBUIKOM HAa TEOPETUYECKHUUN
Marepuan, coaepxamuicsa B «KparkoM Kypce rpaMMaTUKW aHTJIMHCKOTO
A3bIKa». 3aJaHus], TPEIHA3HAYEHHBbIE I CAMOCTOSATEIbHON pPadoOThI
CTYJIEHTOB, OTMEUYEHbl 3HAKaMU * wiaum ** B 3aBUCUMOCTH OT YpPOBHS

CJIOKHOCTH.
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UNIT FIVE

MY FUTURE PROFESSION

Phonetic exercises

1. Read the limerick. Say what a limerick is.

There once was a student
named Bessor,

Whose knowledge grew
lesser and lesser;

It at last grew so small,
He knew nothing at all,
And today he's a college
professor.

2. Match the beginning and the end of the following quotations and express

your opinion about them.
To teach is...

I cannot teach anybody anything, ...

Teachers open the door, ...

Better untaught ...
Like teacher, ... /
Teaching is not a lost art,

Those who educate children well ...

...I can only make them think.
...but you enter by yourself.
...to learn twice over.
..but the regard for it is a lost tradition.
...are more to be honored than parents.
...than 1ll-taught.
... like pupil.

Learn the following words and expressions:

ability — criocoGHOCTB

to afford — mo3BosiATE cebe
approach — moaxos

attitude — oTHOIICHHUE
background — onbIT

bright — sipkuii, ymHBI
creative — TBOPUECKUI

to complain — >xajioBaThCA

to consider — cuuTaTh,
paccMaTpuBaTh

desire — xenanue

to do one’s best — nenars Bce
BO3MOXXHOE

dull — cky4HBI, rIynIBITA
flexible — ruOkuii, TBOpueCcKUit
generosity — BEJTUKOIyIIne
humanity — yenoBeuecTBO

ignorant — HEBEXXECTBEHHBII

to be keen on — oueHb 1HOOUTH

to mark — BBICTaBJIATh OTMETKHU
to master — oBJIaJeBaTh
narrow-minded — orpaHM4YeHHBIN
pros and cons — 3a U IPOTUB
quality — kauecTBO

to require — TpeOOBaTh
responsibility — oTBETCTBEHHOCTb
to reward — HarpaxaaTh

to serve — CIIy’)KuTb

skill — ymenue

solution — perrenue

to succeed — noOUTHCS ycnexa
tolerance — TepnieHue

upbringing — BOCIUTaHUE

vital — )KU3HEHHO BaXKHBIM



My Future Profession

Many young people consider teaching as a career. It’s not surprising —
teachers play a very important role in our lives. They serve humanity doing
the most vital job of all. The successful solution of the complex tasks of
upbringing depends to a great extent on the teacher, his professional skill and
cultural background.

Every job has its pros and cons. The profession of a teacher is not an

exception. On the one hand this work is creative and varied. Teaching is a
constant stream of decisions and a real challenge to one’s character and
abilities; 1t requires a flexible approach to every lesson and good
communication skills. This profession can be rewarded if you like dealing
with children because children will love you too. On the other hand most jobs
are done within the usual office hours from 9 a.m. till 5 p.m. but not for
teachers. They are devoted to their work and their evenings are usually spent
in marking exercise books and preparing for the next lesson. Teachers often
complain that they are overworked and underpaid.
To be a teacher is a great
responsibility. Everybody knows
that it isn’t easy to teach modern
children. Teachers don’t only give
knowledge in their own subject.
They must be a model of
competence and know a lot of
things in many other subjects. A
teacher is a person who is always
mastering and learning himself
while teaching others because every
time you learn something new you
become something new. An
ignorant teacher teaches ignorance
but a good teacher catalyzes in his
pupils the burning desire to know.
Modern school is aimed to develop
individual abilities of children,
independent thinking and
creativity.

To be a good teacher you must be deeply interested in what you are
doing. You have to be quite creative and well educated yourself. Besides a
teacher should have such personal qualities as generosity, tolerance,
flexibility and so on. A boring teacher teaches boredom, so a teacher cannot
afford being dull or narrow-minded. Only bright personalities are respected
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by audience. Teachers have to be clever and obtain a set of specific skills to
be able to explain difficult points in simple words because they must develop
their pupils’ intellect, form their views and characters, their attitude to life
and to other people.

As for me I made my choice long ago — I want to become a teacher. 1|
cannot say that all the necessary qualities can be found in me but I’'m keen on
this profession and I’ll do my best to match it. It’s not easy, as it may seem at
first but I think that love for children combined with the knowledge I’1l get at
the University would be quite enough to succeed in my future work.

Answer the following questions.

1. Why do young people consider teaching as a career?

2. What are the advantages of this profession?

3. Teaching is done within the office hours from 9 a.m. till 5 p.m., isn’t 1t?
4. What must a good teacher know?

5. What kind of person should a good teacher be?

6. Why is it a great responsibility to be a teacher?

*Ask your neighbour:

1) what profession he (she) has chosen;

2) what specific skills teaching requires;

3) when the profession of a teacher is rewarded;

4) why teachers are always mastering and learning themselves;

5) what a good teacher catalyzes in her pupils;

6) if modern school is aimed to develop independent thinking and creativity;
7) what a teacher cannot afford himself /herself;

8) what a good teacher is able to explain;

9) if he / she is keen on this profession.

Lexical Exercises

*Exercise 1. Complete the table of the derivatives.

Verb Noun Adjective
1. to tolerate
7. creative
3 e generosity
4. success
S. responsible
S flexibility

T ignorant
9.to solve | | o




Choose the right word from each group of the derivatives to complete
the sentences.
1. Members of a liberal society must be ... of alternative opinion, race and
gender differences, religion, political views.
2. ... 1s the ability to produce something new through imaginative skill,
whether a new solution to a problem, a new method or device.
3. My first teacher was always ... in sharing his knowledge and giving help.
4. 1 want to get a profound knowledge and professional skills in order ... in
my future work.
5. Teachers are ... for the effective learning process and creating beneficial
relations with their students.
6. ... 1s a characteristic of a person who can cope with changes in
circumstances and think about problems and tasks in novel, creative ways.
7. Sometimes teachers may have repeatedly covered a curriculum until they
begin to feel bored with the subject which in turn ... the students as well.
8. An ... person is showing the lack of knowledge, information, or education.
9. ... the complex tasks of upbringing a teacher must possess professional skills
and cultural background.

Exercise 2. Translate the words in brackets into English.

1. (Bocniuranue aereil) is not easy.

2. Serving (uenoBeuecTBO) 1s (camast BaxxHas mpodeccusi) of all.

3. Teachers (mpenansl cBoelt padote) and like (obmaTees ¢ neTbmu).

4. To be a model of competence teachers (MOCTOSHHO COBEPIIEHCTBYIOT CBOU
3HAHUS U HABBIKH).

5. It is very important (pa3BuUBaTh HE3aBUCUMOE MBIILJICHUE U TBOPUYECKUE
CIIOCOOHOCTH y JI€TEH).

6. Modern school is interested in (apkue nmuunoctr) who catalyzes in their
pupils (kaxx1y 3HaHHIA).

7. A good teacher should be (TBopueckuii, yMHBI, BEIIMKOTYIITHBIN ).

8. Only those who possess (KyibTypHBIii O1bIT) and (KOMILJIEKC CHEIUATIBHBIX
HaBBIKOB) can (TipeycneTs) in their future career.

Exercise 3. Finish the sentences.

1. Many young people consider teaching as a career because ... .

2. The profession of a teacher is ... .

3. Every job has its ... .

3. Teaching requires ... .

4. Teachers often complain that ... .

5. Teachers don’t only give knowledge in their own subject but they must
know ... .

6. Teachers develop ... and form ... .



7. Modern school is also aimed to develop ... .
8. Teachers have to obtain ... .

9. Personal qualities of a teacher include ... .
10. A good teacher cannot afford ... .

11. I want to become a teacher because ... .

Speaking

Exercise 1. Translate the clichés usually used for a discussion.
Introduction

Today we are going to speak about ...

The topic of our today’s discussion is ...

In our discussion we are going to deal with ...
Our discussion is devoted to the problem of ...

Body
e General phrases

I think that ... / I suppose that ... / I believe that ...
As for me ...

As far as [ know .../ As far as [ remember ... / As far as [ understand ...

In my opinion ... / To my mind ... / From my point of view ...
The fact is that ... / As a matter of fact ...
I'd like to add ... / I’d like to say ...
Frankly speaking ... / To tell the truth ...
It is necessary to mention that ...
We shouldn’t forget that ...
e How to agree
That’s right. / That’s correct. / That’s true.
You’re right.
I agree with you. / It’s really so. / I think so too.
e How to disagree
That’s not right. / That’s not correct. / That’s not true. / That’s wrong.
I don’t agree with you. / I disagree with you.
I think you are mistaken. / I’'m afraid you are wrong.
I may be mistaken but it seems to me that ...
On the one hand ..., on the other hand ...

Conclusion

Let us summarize the main conclusions of our discussion. ...
Today we have discussed the problem of ...
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**Exercise 2. Fill in the chart below using the information from the text
“My Future Profession” and your own ideas, then discuss the problem
using the clichés from Ex. 1.

What are the pros and cons of the profession of a teacher?

Advantages Disadvantages

N[ W —
N B |[WIN|—

Exercise 3. Read the following quotations and answer the questions.

1) John Steinbeck (1902-1968), an American novelist: “A great teacher is a
great artist. Teaching might even be the greatest of arts since its medium is
the human mind and the human spirit.”

2) Gail Kathleen Godwin (born June 18, 1937), an American novelist and
short story writer: “Good teaching is one-fourth preparation and three-fourths
theater.”
So the question is: what sign should we put (teacher ? actor).

e Where do a teacher and an actor work? Who do they deal with?

e (Can a teacher be considered an actor?

e Do a teacher and an actor have anything in common?

Exercise 4. What comes to your mind when you hear the words ‘teacher’ and
‘actor’? Write a mindmap in your copybook. You may use the words of any
part of speech: nouns, adjectives. The following words will help you to start.
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/ pupils
stage

*Exercise 5. Choose the adjectives from the list to characterize a teacher
and an actor.

Kind-hearted, creative, communicative, competent, sociable, tactful, well-
bread, intelligent, just, tolerant, arrogant, patient, hard-working, energetic,
charismatic, enthusiastic, talented, energetic, famous, outstanding, well-
known, ...

The qualities of a The qualities of both a The qualities of an
teacher teacher and an actor actor

Exercise 6. Read the text and answer the questions given below.
Teachers and Actors

To be a good teacher, you need some of the gifts of a good actor; you
must be able to hold the attention and interest of your audience; you must be
a clear speaker, with a good, strong, pleasing voice which is fully under your
control; and you must be able to act what you are teaching, in order to make
its meaning clear. Watch a good teacher, and you will see that he does not sit
motionless before his class; he stands the whole time he is teaching, he walks
about, using his arms, hands and fingers to help him in his explanations, and
his face to express feelings. Listen to him, and you will hear the loudness, the
quality and the musical note of his voice always changing according to what
he is talking about.

The fact that a good teacher has some of the qualities of a good actor does
not mean that he will indeed be able to act well on the stage, for there are
important differences between the teachers’ work and the actor’s. The actor
has to speak words which he has learned by heart; he has to repeat exactly the
same words each time he plays a certain part; even his movements and the
ways in which he uses his voice are usually fixed before. What he has to do is
to make all these carefully learnt words and actions seem natural on the stage.

A good teacher works in quite a different way. His audience takes an
active part in his play; they ask and answer questions. The teacher, therefore,
has to understand the needs of his audience, which is his class. He cannot
learn his part by heart, but must invent it as he goes along.

There are many teachers who are fine actors in class, but are unable to
take part in a stage-play ...
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1. What do a teacher and an actor have in common?

2. How do they differ?

3. Do you think teaching is easy?

4. What difficulties do young teachers face?

5. What is an ideal teacher? What qualities should he or she possess?

**Exercise 7. Write an essay on the subject “Good teaching is one-fourth
preparation and three-fourths theater”.

Grammar Exercises
Exercise. 1. Translate the sentences paying attention to the phrasal verbs:

1. I can't make out your handwriting. What does this say? 2. Don't believe
anything she says. She always makes up stories. 3. It takes me 10 minutes to
make my face up. 4. You two have been friends for so long that I think you
should make up. 5. Don’t cry, my child! We’ll sort everything out! 6. Though
his birthplace was London, he was brought up in the countryside. 7. The
teacher brings a lot of visuals to hand out. 8. Children, hand in your papers!
The lesson in over!

*Exercise. 2. Insert the phrasal verbs from exercise 1.

1. They’ve got a problem and they’ve asked me to ... it.... 2. We are going to
be late, so I’ll have to ... something .... 3. I am sorry about that scandal
yesterday, I have to apologize. Don’t be angry, let’s ...! 4. I cannot ...
anything he says, the line is so bad. 5. At the end of the class the students ...
their tests — papers. 6. To ... children is a hard job, but it is also a satisfying
one. 7. When I ... the forms, please fill them in.

Exercise 3. Join the sentences using Present Participle. § 11.2.1.

Model: Yesterday I saw Ann. She was having lunch in a café. — Yesterday 1
saw Ann having lunch in a cafée.

1. We listened to an old man. He was telling his story from the beginning up
to the end.

2. Do you know that woman? She is talking to Tom.

3. Life must be very unpleasant for these people. They live near the airport.
4. When I entered the waiting room it was empty except for a young man. He
was sitting at the window and reading a magazine.

5. Who are those people? They are waiting outside.

6. I am going to enter the English course at the college. The course begins
next Monday.
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Exercise. 4. Use Present or Past Participle (Participle I or Il). § 11.2.

1. Are you ... in football? The last match between Holland and Germany was
very ... (interesting, interested).

2. We are deeply ... with the lecture. The way the lecture was read was ...
(disappointed, disappointing).

3. The news was absolutely ... . Everybody was ... (surprising, surprised).
4. It was really a ... experience. They were ... (terrifying, terrified).

5. Their parents were greatly ... . The information about the children was ...
(shocking, shocked).

6. The noise was absolutely ... . We were ... to death (frightening,
frightened).

7. This lecture was really ... . The listeners were ... (bored, boring).

*Exercise 5. Use different forms of the Participle. §11.2.3, 11.2.4.

1. (IToctynug) the University I got seriously interested in methods of
teaching mathematics.

2. (IToxunas) the classroom, the teacher reminded the students about the
difficult task.

3. (BriOpaB) the profession of a teacher you must always develop your skills
and abilities.

4. (O0yuas) children you shouldn’t forget about developing independent
thinking and creativity.

5. (Bemonnsist — do) the most vital job of all, teachers serve humanity.

6. (PaccmotpeB) the pros and cons of the profession of a teacher, we decided
to make it our future career.

7. (ITocne Toro, Kak [CTYIEHTHI| OBUIA MPOIK3aMEHOBaHbI), the students got
certificates.

8. (Hammucanunoe) in pencil, the letter was difficult to make out.

9. A teacher must always keep up his/her knowledge while (o6yuas) others.
10. (He 3nas) child psychology a teacher cannot be successful in his job.

11. (ITocne Toro, kak [Bcs auTeparypa] Obuta npountana), all the literature
was discussed in class.

12. Students (oOyuaembie) at pedagogical universities should pay special

attention to pedagogy and psychology.

Exercise 6. Read the sentences. Pay attention to different forms of the
Gerund and translate the sentences. Match the forms. § 11.3.

1. T like teaching children. a) Present Passive
2. I enjoy being taught at the University. b) Present Active

3. I remember having taught my younger brother at 7. | c¢) Perfect Active
4. I remember having been taught astronomy at school.| d) Perfect Passive
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Exercise 7. Define the functions of the Gerund. § 11.3.1.

Sentences with the gerund Parts of the sentence

1. Teaching is my future profession.
2. My hobby is playing football.

3. I don’t remember doing this exercise a) Object

before. b) Subject

4. Call me before leaving for Moscow. c) Part of the predicate
5. He had a feeling of being laughed at. d) Attribute

6. Our main activities at the English lesson e) Adverbial modifier

are reading, translating and speaking,.

7. He admitted having failed in the exam.

8. What will you do after graduating from the
University?

*Exercise 8. Translate the sentences and define the functions of the
Gerund in each sentence. § 11.3.1.

. Reading French is easier than speaking it.

. Looking after children requires patience.

. I’'m sorry for keeping you waiting.

. If we buy plenty of food now it will save shopping for the whole week.
. Try to avoid driving in the rush hour.

. We postponed making a decision till he would be given more information.
. I remember my first teacher wearing a hat just like that.

. The grass wants cutting.

. These machines need regulating.

O 001N LN K~ W —

*Exercise 9. Complete the sentences with one of these verbs using the
Gerund.

begin  avoid continue suggest hate

consider like be fondof look forward

1. Let’s ... talking about the advantages of the teacher’s profession.

2. Some of you are going to ... discussing pros and cons of working with
children.

3.1... speaking about the features of modern school.

4. I think we’ll ... teaching children in the modern society.

5. She ... telling lies.

6.1 ... playing with my little nephews.

7. My friend ... reading books to his children.

8. Sally tries to ... chatting too much.

9. They are ... to going to Sochi together.

14



Exercise 10. Use the correct preposition with the Gerund.

on with  about of (2) from to(2)

1. We don’t agree ... practicing such methods. 2. This boy was accused ...
using his cell phone during the exam. 3. The young men are used ... spending
much money on clothes. 4. Children often object ... eating something new
and unknown. 5. Give me another chance ... doing the test. 6. How ...
meeting me at the station? 7. Don’t prevent him ... listening to the teacher.
8. The success of a teacher depends ... developing such qualities as
generosity, responsibility, tolerance, kindness and so on.

Exercise 11. § 11.3.

A) Use different forms of the Gerund, answering the questions.
1. What do you prefer — teaching or being taught?

2. What do you like — giving lectures or being given lectures?

3. What do you dislike — ignoring people or being ignored?

4. What do you hate — telling lies or being told lies?

5. What do you enjoy — playing football or watching it over TV?
6. What are you fond of — giving presents or being given presents?

B) Say what you are (or are not) afraid of / fond of / like / hate.

Singing a song in public, giving lessons at school, solving difficult problems,
taking exams, interrupting people, taking part in public discussions, speaking
English with foreigners.

*C) Say what you or your friend succeeded in doing or failed doing.
Learn to play the guitar, learn 3 foreign languages, pass an exam in
mathematics, sing beautifully at a concert, learn to play tennis,

write a good course paper.

*D) What do you usually do ...
.. before making a decision?
... before writing an important paper?
.. before going to a party?
.. before taking an exam?
.. after passing an exam successfully?
.. after flunking your exam?
.. instead of doing some unpleasant thing?
.. without having an umbrella on a rainy day?

Exercise 12. Choose the correct form of the Gerund, explain your choice.
1. They must admit (having been made; having made; being made) a mistake.
2. She had a feeling of (laughing; being laughed; having laughed) at.
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3. I hate (interrupting; having interrupted; being interrupted).

4. My friend is proud of (having been talked; talking; being talked) to by a
famous scientist.

5. Lizzie denies (having spoken; speaking; having been spoken) to Dan
yesterday.

6. Lizzie denies (speaking; having spoken; having been spoken) to by the
headmaster.

7. Alex objects to (having helped; being helped; helping).

8. The man admits (having driven; having been driven; being driven) the car
without a license.

9. Peter doesn’t mind (being waited; waiting; having been waited) for his
girlfriend.

10. The minister remembers (having asked; having been asked; asking) an
unpleasant question during the interview.

Exercise 13. Continue the sentences using Gerundial Constructions.
§11.34.

1. I"d like to close the window. — Do you mind my closing the window?
. John tells her lies. — She hates John’s telling her lies.

. Mary ignores me. — I don’t like ... .

. I think I will be late for the meeting. — Will you excuse ...?

. His parents treat him like a child. — I don’t approve of ... .

. I think they should take part in the discussion. — I insist on ... .

. Jimmie plays the guitar wonderfully. — His mother enjoys ... .

. You interfere with my business, I don’t like it. — I hate ... .

. Kate passed her exam well. — Can you imagine ...?

O 0 1O D = W

Exercise 14. Compare the word order in the Objective Infinitive Complex
and its Russian translation. § 11.2.6, § 11.1.2.

1 2
We heard children sing (singing) a song.

MBI ciblaiy, Ymo / KaK ASTH HOKOT IIECHIO.
(umoou)

Exercise 15. Read the sentences with the Complex Object and translate
them into Russian. §11.1.2.

1. He wanted me to read. 2. I would like Aim to go with us. 3. We know her
to have taken part in the conference. 4. [ saw him draw this portrait. 5. I heard
him come. 6. We watched them play chess. 7. She considered Aim to be the
best actor. 8. Everyone knows the English language to be spoken on the
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British Isles. 9. In Ireland, one can hear Irish be spoken. 10. One can find
Scottish Gaelic to be used in Scotland.

*Exercise 16. Complete the sentences using Complex Object (infinitive with
the particle “to”). § 11.1.2

Model: May Helen sit here? No, I don’t want it. — [ don’t want her to sit here.
. He wants the book back. Bring it tomorrow.

. Can Mary go alone? — No, I don’t like it.

. He is an honest man. Everybody knows it.

. Barbie will do this work. Yes, we all expect so.

. Did Paul take the letter? I don’t remember.

. Somebody must help him with his English. He expects it.

. You must not talk about such things in the presence of the children. I don’t
like it.

8. I want you for a few minutes. Help me with the computer.

N DN B W

*Exercise 17. Combine the sentences using the Complex Object (infinitive
without the particle “to”). § 11.1.2

Model: George came back home late tonight. I saw it. — [ saw George come
home late tonight.

1. Did Bob close the door? — Yes, she heard it.

2. Bob left the house. — Really? I didn’t hear it.

3. She stayed at home yesterday. They saw that.

4. Does George write compositions? — Yes, I watch the process every time.
5. They went out at eight. We saw it.

6. The students brought their books. The teacher noticed that.

Exercise 18. Pay attention to the Complex Subject and the word order in
English and Russian sentences. § 11.1.3
2 1 3

Example: The events are believed to have taken place in the 6™ century.

IosararT, 4TO COOBITHS IPOU3OIILIN B 6-M BEKE.

Exercise 19. Analyse the sentences with the Complex Subject and translate
them into Russian. § 11.1.3

1. He seems to be unable to solve this problem. 2. The teacher is thought to
be talented by most people. 3. The pupils are sure to be enjoying the lesson.
4. The headmaster is expected to make a speech at the party. 5. / happened fo
hear this yesterday.
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*Exercise 20. Exclude the Complex Subject from the sentences.

Model: The problem is likely to have been solved years ago. — The problem
was (probably) solved years ago.

1. He seemed to enjoy the film. 2. The foreign teacher appeared to have been
visited by her friends. 3. He was unlikely to know the answer. 4. Such
situations seem to be impossible. 5. He is sure to have been there. 6. |
happened to be out of town at that time. 7. Everything is sure to turn out all
right. 8. The secret was reported to leak out. 9. You were expected to have
heard that.

**Exercise 21. Write out Complex Subject Constructions and translate the
text.
A New Vision of Teaching

The 21st century education is certain to dictate new roles for teachers in
their classrooms and schools. The teachers are expected to know and do new
things to be able to teach students in the 21st Century:
* Leadership among the staff and with the administration is sure to be shared
in order to see better the purpose of work of the school. Teachers are valued
for the contributions they make to their classroom and the school.
* Teachers are expected to make the content they teach engaging, relevant,
and meaningful to students’ lives.
* Teachers are unlikely to cover material; they, along with their students,
uncover solutions. They are supposed to teach existing core content
developing skills like critical thinking, problem solving, and information and
communications technology (ICT) literacy.
* In their classrooms, all students are made to use 21st Century skills so they
discover how to learn, innovate, collaborate, and communicate their ideas.
* The 21st Century content (global awareness, civic literacy, financial
literacy, and health awareness) proves to be included in the core content
areas.
* Subjects and related projects seem to be integrated among disciplines and
involve relationships with the home and community.
* Teachers are known to demonstrate the value of lifelong learning and to
encourage their students to learn and grow.

TEXT FOR SUPPLEMENTARY READING
*Read the following text and do the tasks given below.

Advice to a Young Teacher
1. A higher educational teaching qualification does not make you a
professional, in the true sense of the word. Having graduated from the
University or possessing a Bachelor degree does not automatically guarantee
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that the service you provide, is a professional one. Read this article to find
out how you can stand out as a true professional in your field: the classroom
and school community.

2. Always be on time for work. A professional teacher understands the
need to start the day well, every day. Truly professional teachers will make
sure that they arrive at least ten minutes before the first bell rings, so as to
prepare themselves mentally for the day ahead. Be prepared. Check your
diary the night before and plan for your classes. Professional teachers plan
thoroughly too for every lesson and class. They stick to their work program
and assessment schedule, to ensure that not only syllabus content is covered,
but also the necessary skills for their students' longer-term success in their
specific subject or learning area. Make sure your notes and handouts are
professionally presented.
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3. Take an interest in every child. The better you get to know your
students, the more influence you will have on their attitude towards your
subject, and on their lives in general. Remember the adage: "Teachers touch
eternity, they never know where their influence may end.” Treat your
students with respect. Never publicly humiliate or belittle your students.
Leave their family, background, religion, behaviour, and personal

circumstances out of public disciplinary processes and discussions.
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4. Consult parents. Try to include parents in the educational process and
encourage their support of the school's disciplinary processes and procedures.
Be polite and calm when dealing with parents. Keep reminding them that
every discussion about the child needs to be undertaken with the child's best
interests at heart. As a teacher and a professional, you are likely to be judged
by your words and actions. Be passionate, positive, and enthusiastic about
your work. At all times, in your interactions with children, parents and
members of the public, practice self-restraint, self-control, and assertiveness
in declaring that all you do, after all, is in the best interests of the children in
your care.

1. Say if it is true, false or there is no information in the text.

a) After getting a Bachelor Degree you will become a real professional.

b) A teacher should not discuss his children’s personal information with
others.

c) A teacher should always dress tastefully and like a professional.

d) A professional teacher should plan his/her work not only for every day, but
for longer periods.

2. Choose the paragraph dealing with the following information.

a) A teacher should be respectful for his pupils or students.

b) A good teacher should try to make parents his supporters in maintaining
school procedures.

3. Choose the correct answer to the question.

“How far does the influence of a teacher extend?”

a) The teacher influences the attitude of his pupils to all the topics covered by
his subject.

b) The influence of the teacher often extends beyond the classroom.

c) The teacher influences not only children in his care but also their parents
and the community on the whole.

4. Choose the adequate summary of the text:

a) A Bachelor Degree does not automatically make a young teacher a
professional; he/she must take pains to become one.

b) A teacher should be a model for his pupils in all respects.

c) A good teacher works not only with children but also their parents.

d) A teacher should be passionate, positive and enthusiastic about his work.
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UNIT SIX
Lesson 1

Good Manners

Read and translate the following article.

Travelling to all corners of the world gets easier and easier. We live in a
global village, but how well do we know and understand each other? Here 1s
a simple test. Imagine you have arranged a meeting at four o’clock. What
time should you expect your foreign business colleagues to arrive? If they’re
German, they’ll be bang on time. If they’re American, they’ll probably be 15
minutes early. If they are British they’ll be 15 minutes late, and you should
allow up to an hour for the Italians.

When the European Community began to increase in size, several
guidebooks appeared giving advice on international etiquette. At first many
people thought this was a joke, especially the British, who seemed to assume
that the widespread understanding of their language meant a corresponding
understanding of English customs. Very soon they had to change their ideas,
as they realized that they had a lot to learn about how to behave with their
foreign business friends.

For example:

e The British are happy to have a business lunch and discuss business
matters with a drink during the meal; the Japanese prefer not to work
while eating. Lunch is a time to relax and get to know one another, and
they hardy drink at lunchtime.

e The Germans like to talk business before dinner, the French like to eat
first and talk afterwards. They have to be well fed and watered before
they discuss anything.

e Taking off your jacket and rolling up your sleeves is a sign of getting
down to work in Britain and Holland, but in Germany people regard it
as taking it easy.

e American executives sometimes signal their feelings of ease and
importance in their offices by putting their feet on the desk whilst on
the telephone. In Japan, people would be shocked. Showing the soles of
your feet is the height of bad manners. It is a social insult only
exceeded by blowing your nose in public.

The Japanese have perhaps the strictest rules of social and business
behaviour. Seniority is very important, and a younger man should never be
sent to complete a business deal with an older Japanese man. The Japanese
business card almost needs a rulebook of its own. You must exchange
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business cards immediately on meeting because it is essential to establish
everyone’s status and position.

When it is handed to a person in a superior position, it must be given and
received with both hands, and you must take time to read it carefully, and not
just put it in your pocket! Also the bow is a very important part of greeting
someone. You should not expect the Japanese to shake hands. Bowing the
head is a mark of respect and the first bow of the day should be lower than
when you meet thereafter.

The Americans sometimes find it difficult to accept the more formal
Japanese manners. They prefer to be casual and more informal, as illustrated
by the universal “Have a nice day!” American waiters have a one-word
imperative “Enjoy!” The British, of course, are cool and reserved. The great
topic of conversation between strangers in Britain is the weather —
unemotional and impersonal. In America, the main topic between strangers is
the search to find a geographical link “Oh, really? You live in Ohio? I had an
uncle who once worked there”.

Oral Practice

Task 1. Answer the questions.

1. Which nationalities are the most and least punctual?

2. Why did the British think that everyone understood their customs?

3. Which nationalities do not like to eat and do business at the same time?

4. An American friend of yours i1s going to work in Japan. Give some advice
about how he/she should and shouldn’t behave.

5. What is the difference in behaviour of English and American
businessmen?

Task 2. Discuss if these statements are true, false or there is no information
in the text.

1. In Great Britain you are expected to shake hands with everyone you meet.
2. The British are happy to discuss business matters with their companions
during a business lunch.

3. In France people prefer not to talk about business during meals.

4. It 1s not polite to insist on paying for a meal if you are in Italy.

5. Visitors to Germany never get taken out for meals.

6. American executives sometimes relax by putting their feet on the desk.

7. Taking off your jacket and rolling up your sleeves is a sign of getting down
to work in Germany.

8. British businessmen are often late for appointments.
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Speaking

Business nowadays is very much an international and multinational activity.
If is often during the talks that the cultural differences resulting from this fact
are most evident.
1. What special cultural difficulties and needs would an American business
person have in your country?
2. Think about social customs / behaviour, greeting people and meeting in
general, language difficulties, food and eating habits (and meal table
etiquette), and business situations (dress, negotiating, making deals, etc.)
3. Think of one or two examples of bad manners. For example, in Britain it is
considered impolite to ask people how much they earn.
4. What advice would you give somebody coming to live and work in your
country?

Writing

Translate this text from Russian into English.
Hayuonanvuvie ocobennocmu oenoso2o ooujenusl.

B kxaxmol crpaHe CyHIECTBYIOT CBOM OOBbIYAW JIEJIOBOTO OOIICHUSI.
HarnmonaibHble 0COOEHHOCTH MMEIOT 3HAYE€HHE B MEPErOBOPHOM IIpOIIecCe.
YYacTHUKU MEXIyHAPOJHOTO OOMICHMS MPHUACPKUBAIOTCA CAUHBIX HOPM U
MpaBWiI, TEM HE MEHEE, HAIIMOHAIbHBIC U KYJIbTYpPHBIE OCOOCHHOCTH MOTYT
OKa3aTbCid BEChbMa BaXKHBIMU TPU JEJIOBBIX OTHOIICHUSAX. Tak, Hampumep,
aMEepUKaHIbl BHECJIM 3HAYUTEIBHBIN 2JIEMEHT JEMOKpaTU3Ma U MparMaru3ma
B MPAKTHUKY JeI0oBOro oomenus [Ipu genoBsix Oecenax Ha MeperoBopax OHU
KOHLICHTPUPYIOT CBO€ BHUMAHUE Ha Ipodiieme, moaiexanieil 00CyKIeHUIO.
Crtunp aMEPUKaHCKOTO JICJIOBOTO OOIIIeHUS OTIINYAETCS
npodeccuonanuamom. UYTto ke KacaeTcs OOIICHHWs MapTHEPOB B
HeopmaibHON oO0cTaHOBKe, TO JefoBoi npueM B CIIIA — oObiuHast Benib.
DTO ONaronpusITHBIA Ciay4daid MOrOBOPUTh O CEMbEe M X000H, 3a CTOJIOM HE
CJIelyeT BECTH Pa3roBOPHI O MOJUTHKE M penurud. Eciu Bac mpuriacsT B
aMEepHUKAaHCKUW JIOM, TO IPUHECUTE B KauecTBE Mojapka OyThLIKY BUHA WM
CYBEHHD.

WTanbsHIbl SKCIAHCUBHBI, TOPSIYM, MOPBIBUCTHI, OTIMYAIOTCSA OOJBIION
aKTUBHOCTHI0. HemanoBaxkHOe 3HaueHue AJis MPEJCTaBUTENICH UTAbIHCKUX
JICJIOBBIX KPYTOB UMEIOT He(hopMaibHOE OTHOIIIEHHE ¢ TapTHepamu. Kpenkue
HAMUTKA THIOT penko. OOBMHO HMTAIBSHIBI YHOTPEOJSIOT MECTHOE BHHO,
KOTOpOE SIBJISIETCS HEMPEMEHHBIM aTpuOyTOM Jito0oro odena. Ilepen Tem kak
BBINUTH B MTammm npou3HOCAT «4UH- YUHY», HO TOCTHI 371€Ch HE IPUHSTHI.
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Lesson 2
Writing 1 “A Memo”

A memorandum (or memo) is a very common form of business
communication which is exchanged between members of the same
organisation. The memo usually focuses on one message or piece of
information, and often requests action to be taken. It may be sent to a single
person or a group of people. There are many different techniques used in
memo writing, but several basic rules should always be applied:

* Since memos are a little less formal than business letters, it is best to use
simple language and a neutral tone.

* Keep your memo clear. Use short, simple sentences.

* A memo should not be any longer than one page. Most people do not have
time to read long memos.

* The opening and closing formula can be more direct, and less formal than
in a letter.

Pharmatec Pharmaceuticals 1s sending a delegation of executives to Japan
for the first time to negotiate an important contract, so the executives are
going to attend a series of seminars given by Tomomi Moriwake, a Japanese
consultant.

Task 1. Learn how memos are organised.

date (0ama)

name of the person / people the memo is addressed to (ums aopecama)
name of the person / people sending the memo (ums omnpasumens)
information about the content of the memo (erasnas mema)
introduction to the subject matter (6cmynnenue)

main points (0CHo8Hble 80npPOChL)

conclusion, often recommending the action to be taken (3axnrouenue,
pexomeHOyemble Oelicmaus)

closing, which can be the name or initials of the person sending the
memo

Q =0 Qo 6 T

=

Sample Memo
Qualcom Industries
DATE 9th June
TO All Marketing staff
¢ FROM Alan Stewart, Marketing Manager (MeHeKep 1o
MapKETHHIY)
d SUBJECT New product launch (Beimyck HOBOro TOoBapa)

oo

e [ am delighted to inform you that the Finance Committee has
approved (og06pwin) the new product plans.
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We need to get moving (B3sthcsi) ASAP (kak MoxkHO ckopee) on the

marketing campaign.

f < Could you send (Boicnath) me all the present market research data
(mannbIe) on the identified target ( ycTaHOBJIEHHBIE IJIAHOBBIC
IoKa3aTesn).

* I recommend we set up (cobpartb, opranuzoBarb) focus groups

(poxyc-rpynmsi) for more up-to-date data (HoBeiiue qaHHbBIC).

» I would like to see a selection (mogdopky) of proposed

(mpennaraembix ) brand names by the end of this week.

* The creative team (TBopueckas rpynma) must have a proposal for a
print media (meyaTHble cpeacTBa MaccoBor nHpopmaiun) and TV
campaign by the end of this month.

We need to finalise (Bce 3aBepmnth) and make decisions at the next

meeting early next month.

g Make (nmpenoctaBbte) this project an urgent priority (BHeouepeIHOM
npuoputet). The team must meet the above deadlines (ynoxutbscs B
BBIIICYTIOMSIHYThIE MPEACIbHBIE CPOKH).

h A.S.

Task 2. Read the memo from Managing Director to Human Resources
Manager and match the parts of the memo (1-6) with the descriptions (a-f).

Memorandum

1- ¢ DATE 9" June

2- TO Vincent Mills, Human Resources Manager
FROM Philip Groves, Managing Director

3-  SUBJECT  Seminars on Japanese culture and management
Philip

4 - The trip to Japan has been confirmed for the 15" of next month.
I’ve decided to go ahead with the seminars as we discussed.

5-_ Could you contact the consultant you mentioned and get back to

me about the following:
* the topics she covers
* short description of each topic
» whether you think we should use her services or look for someone
else

6 -  We haven’t much time, so could you do this a.s.a.p. and also check
the availability of the executives who will be involved in this
training.
P.G.

a The “body” of the memao.
25



b A short heading which tells you what the memo is about.

¢  When the memo is sent.

d The conclusion of the memo, which often recommends a course of action.
e Name of the person to whom the memo is sent.

f A brief introduction to the memo giving the most important information.

Practice

Buvioepume cnoea unu couemanus ciog 07 3an0JAHEHUA NPONYCKO8 MAK,
YMmoobl OHU OMPANHCATIU 0COOEHHOCMU OPOPMIEHUA CILYHCEOHOI 3ANUCKU.

Task 1.

To : Secretarial Supervisor
(1) : Claire McElroy
(2) : Demonstration of new office equipment
The (3) of Smart Equipment will visit us on the 28 April to

demonstrate their new computer and fax-machine which you are sure to be
interested in.
Please arrange the time to meet him so that all your staff could be present.

4

Bapuanmuot omeemoe:
a) From b) Subject c) Sales Manager d) C.M.

Task 2.

To : Eric Ford, Purchasing
(1) : Helen Wong, Marketing
Subject :(2)

Would you please (3) for our new employee, and tell me when the
furniture will arrive?

“4)

Bapuanmuot omeemoe:
a) Buying new furniture b) From c¢) H.W. d)buy a swivel chair and a
desk

Task 3.

(1) : Cole Hanson

(2) : Greg Murphy

Date: 27 August 2008

(3) : Registration for FTN 370

26



I suggest the departments sending a message to all their students with details
about the new subjects, and then let the students add themselves first come,
first served.

Thank you for considering this, and please let me know if I can be of further
assistance.

4

Bapuanmot omeemoe:
a) Subject b)Y.M. c¢)To d)From

Writing 2 “Emails” and “Faxes”
Task 1. Learn how emails are organised.

a name of the person sending the email (uwvsa omnpasumens)

b  name of the person / people the email is addressed to (ums
noJydameris)

¢ cc (= carbon copy) person / people who will also receive the mail
though it is not addressed directly to them (komy ewye 6y0ym
OMOCIIAHbL KONUU)

d bcc (=blind carbon copy) person / people who will receive a copy
without other people knowing («crenaa xonusa», nonyuamenio
«Cllenoti Konuuy HedoCmyneH 8ecb CHUCOK aopecamos paccoliKi)

e date and time (0ama u epems omnpaeénenus)

f subject (npeomem nanucanus), re (=regarding — omnocumenvbHo
ye20-mo), information about the content of the email (cooeporcanue,
2/IABHAS meMa)

g files, documents, etc. sent separately rather than included in the actual
message or body of the email (npunoosicenue, npuxkpennenue)

h  opening (6cmynnenue)

i  body of the email (camo anexmponnoe cooowenue)

j  closing (3axnouenue)

k name and job title (ums u oonxcnocme omnpasumens)

Sample Email (Formal)

a From: Sarah Bates, Personal Assistant

b To: Tom Peterson

c Cc: Alan Hickson, Production Manager

d Bcee: Katia Belmondo, Managing Director (ryiaBHbIi
MEHEKEP, YIPaBISIOMHHA, THPEKTOP-PACTIOPSIUTEND )

e Sent: 12 January 200 14:54

f Subject: Re: Request for dispatch confirmation (mpocs6a o

MOATBEPKICHUH OTIIPABKU TOBapa)
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g Attachment: Invoice doc (cuer-akTypa)

h  Dear Mr Peterson

i Thank you for your mail. I have checked (cBepuics) with Mr Hickson,
our Production Manager, and I can confirm that the 200 cases
(koHTElHEpOB, AmKuKoB) you ordered (3akazann) left our warehouse
(cknan) yesterday and should arrive (momkHbI IpuObITH) at their
destination (B myHKT Ha3HaueHus1) by tomorrow at the latest. Please let
me know if there is any delay (3agepxka).
[ am sending a copy of the invoice as requested (coriacHo Baiiieit
npocw0e), in the attached file (B mpunaraemoii mamke).

j  Yours sincerely (Mckpenne Baia)
k Sarah Bates
Personal Assistant (JIWYHBIN cEeKpeTaphb)

Task 2. Learn how faxes are organised and compare with the structure of
e-mails. List the differences.

letterhead (wanxa na pupmennom 6ramnxe)

name of the person / people who will receive the fax (ums
noJydyameis)

name of the person / people sending the fax (uwsa omnpasumens)
sender’s fax number (romep paxca omnpasumerns)

date (0oama)

total number of pages (o6wee xonuuecmeo cmpanuy)
opening (ecmynieHue)

body of the fax (mexcm ¢axca)

closing (3axnouenue)

signature (noonucs)

oS

Comie wie == (Q = D O O

Sample Fax

Central Hotel
a 194 Eastern Avenue
London, WC1 4AT
Tel: 020 798301
Fax Transmission (nepeoaua ¢axca)

TO: Christopher Hardy, PA

FROM: Lynda Martel, Purchasing Manager

FAX NUMBER: 020 755660

DATE: Wednesday, 3rd April

NUMBER OF PAGES: (including this — exnrouas amy): 3

- a6 o

Dear Christopher,

(]
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h  Thank you for your fax and thank you for looking after things so well
(xopouro npucMarpuBaelb 3a aenamu) while I’'m out of the office.

I’ve decided to stay on an extra day to catch another fashion show and

I’d like you to do the following:

* Cancel (otmenn) tomorrow’s taxi and arrange for (oroBopucs,
3akaxu) one same time Friday morning.

* Send reminders (Hanmomuan) about Friday afternoon’s Product
Managers’ meeting to all participants (ygacTHUKaM).

» Photocopy (cnenaii kcepokonuio) one copy of the attached
(mpuitaraemoro) price list and catalogue for each participant.

* Contact (cBsxuch ¢) Jeff Murrey from Finance and ask him if he

can come. Tell him I’m bringing samples (00pa3ziibl) and prices of

the new lines I think we should buy.

Email Mr Cameron and explain (06bscHu) why I’'m coming back a

day late.

See you Friday around 10am.
i Regards (c HanTydIIMMH OXKETAHUSIMH )
j Lynda Martel

Practice

Buvioepume cnoea unu couemanus ciog 07 3an0JAHEHUA NPONYCKO8 MaAK,
YMmoobl OHU OMPANHCAIU 0COOEHHOCMU OhopmieHusn gakca uiu
INEKMPOHHO20 COOOUIEHUSL.

Task 1.
To: BMarks@easynet.co.uk
(1) : Jim.Byrne@lycos.com
(2) : A one-day conference
Could you book (3) in the name of Robert Dorey? If possible, he

would prefer a non-smoking room. He’s arriving on Thursday 5" June and
leaving on the 7" in the morning. Could you find him somewhere
comfortable but not too expensive, please?

Thanks.

4

Bapuanmovt omeemoe:
a) Subject b)Jim c¢) one single room d) From

Task 2.
(1) : BMarks@easynet.co.uk
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From: robdore@lycos.com
(2) : A conference

Dear Brian, this is to thank you for you hospitality during and after the
conference. You made (3) very memorable. Walking round the old
town in the evening was really fascinating. If you come to Canada I would
like to return your generosity.

Thank you.
Regards.

4

Bapuanmovt omeemoe:
a) Robert b) To c¢)Subject d) my visit

Task 3.
To: Marten Bros.
+44 132 1175
(1) : David Black
From: Nathalie Druot
(2) : 9 September
Subject: Sales trip
Dear David

I’ve tried to phone you several times but have been unable (3)
I know you want to hear about my recent sales trip, so I’'m faxing you this
short report. ...

4)
Nathalie.

Bapuanmovt omeemoe:
a) to contact you b) Attention c) Best wishes d) Date

Lesson 3
Writing 1 “The Curriculum Vitae”
Curriculum vitae = CV = resume (USA) = brief personal history (pezrome).

Task 1. Learn how CVs are organized.

Name Mirjam Brigitte Ott

Address Landstrasse 482, CH 5962 Zurich, Switzerland
Place of Birth Zurich

(Mecmo pooicoeHust)

Nationality Swiss, Father German, Mother French

Age (8o3pacm) 22
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Marital Status Single

Education 11 years Swiss state school,

(obpazosanue) 1 year Euro centre (EBpo 1ieHTp),
passed Cambridge Certificate of Proficiency in
English (Bnagenue anrnuiickum),
1 year Secretarial College with emphasis on (c
yIIIyOJI€eHHBIM U3yueHueM) book-keeping
and accountancy (Oyxrajirepckoe Jeio)

Languages Fluent (6erno) French, German, Italian
Previous experience 2 years in father’s office — father is a jeweler
(cmaoic pabomwt) (roBeJIHp)

Interests Travel, art, skiing, ballet

Task 2. Fiona Scott decides to apply for the job at Patagonia. Study her CV
carefully to see how she has presented the information about herself.
Where do you think each of the following headings should be placed? Are
CVs in your country presented differently?
a) References  b) Education c¢) Activities d) Skills
e) Personal Details  f) Professional Experience

Fiona Scott
52 Hanover Street
Edinburgh EH2 5IL.M
Scotland
Phone: 0131 4490237
E-mail: fiona.scott@caledonia.net
2.
1991-1992 London Chamber of Commerce and Industry
Diploma in Public Relations
1988-1991 University of London
BA (Honours) in Journalism and Media Studies (Class II)

[981-1988 Broadfield School, Brighton
A levels in German (A), English (B), History (B) and
Geography (C)

3

[995-present  Public Relations Officer, Scottish Nature Trust.
Responsible for researching and writing articles on all
aspects of the Trust's activities and ensuring their
distribution to the press Editor of the Trust's monthly
journal. In charge of relations with European
environmental agencies.

1992-1995 Press Officer, Highlands Tourist Board. Preparation of
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promotional materials and brochures. Co-ordination of
media coverage. Summers of The Glasgow Tribune
newspaper.

1990 and 1991 Two three-month training periods as assistant to the Sports
Editor. Arranging and conducting interviews. Preparation
of articles covering local community sports events.

4.

IT Office 2000 and Windows NT, Excel, Internet, Powerpoint
Languages Fluent German and proficient in French

Additional Driving license (car and motorcycle)

5.

Cross-country skiing, rock climbing and swimming

Ski Instructor (grade II)

Secretary of the local branch of “Action”, an association organizing sports
activities for disabled children.

6.

Geoffrey Williams Brenda Denholm
Professor of Journalism Sports Editor
University of London The Glasgow Tribune

Writing 2 “Business Letters”
Task 1. Learn how business letters are organised.

a letterhead / address (but not name) of the writer (pupmennwiii 61amx /
aopec omnpasumens, 6e3 umMeHu)

name and address of recipient (uws u adpec nonyuamens)
references (ccolixu na xo2o-1ubo, umo-1u60)

date (0oama)

opening (scmynieHue)

subject heading (2rasnas mema)

body of the letter (camo nucovmo)

closing (3axnouenue)

signature (noonucs)

name and job title (ums u 3anumaemasn oonxcrnocms)
enclosures (6r1ooicenue, npunodicenue)

=T me Q6T
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Sample Letter

TechStart
Karelstraat 137
1051 Amsterdam
Netherlands
Tel. 00 31 20 98 74 63 35
Carl Mays, Robert Ingram, Maria Ibanez
Stanfield Business School
Rochester
RC5 71JY (ZIP Code — in USA, noumosylii unoexc)
United Kingdom

Our ref: TSBA/DK/136

- o6

Septemberl 5th 2009

Dear Carl, Robert and Maria,
Re: Confirmation of award (IlonrBepxnenue nmpucyxJ1eHusi Harpabl)

PP: ... (= per proxy, on behalf of — no nopyuenuro)

[ am very pleased to announce that the project that your team
presented to the annual TechStart business award committee has been
selected as this year’s winner. Congratulations to you all for your
excellent Rainbow Systems project.

It is a great pleasure for me to be able to confirm this award. We will
be arranging a meeting in late October. I am enclosing three
invitations for the award ceremony, which will be held atTechStarfs
head office on the 7th October.

I look forward to seeing you on the 7th October and to having the
pleasure of presenting you with the award in person.

Yours sincerely, (C yBaxxeHuem,)

Dave Kloren (moamnucse)

Dave Kloren

Chief Executive (MCOJIHUTENBHBIN JUPEKTOP)
enc.
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Task 2. Most business letters and faxes contain a lot of standard phrases.
Notice how some standard phrases are used in this letter.

FOTOTECHNIQUE
31, rue de Constantine 16102 Cognac Cedex
Telefax: 4539 16 11 Fax: 790 962 F Tel: 4539 29 24

Mary Thatcher

Sales Manager

Galaxy Computer Supplies
221 Hills Road

Cambridge CB2 2RW

27 October 2010

Dear Ms Thatcher,

With reference to our telephone conversation today, I am writing

to confirm our order for: 10 x Photoconductors Ref. No. 76905 A/K.
I would be grateful if you could deliver them as soon as possible.
Thank you for your help.

Yours sincerely,
Christophe Terrien
Director - Procurement.

Task 3. Study this list of standard phrases.

THE START THE FINISH

Dear Sir or Madam, * Yours faithfully, *
Dear Mr Sloan, ** Yours sincerely, **
Mrs Sloan, ** Best wishes, ***

Miss Sloan, ** AMERICAN ENGLISH
Ms Sloan, ** Sincerely yours,

Dear Mary-Lynn, *** Yours truly,

* suitable if you don’t know the name of the person you are writing ro.
** guitable if you know their name.
*** suitable if the person is a close business contact or friend.
THE REFERENCE
With reference to  your advertisement in the “Reporter”,...

your letter of 25th April, ...

your phone call today, ...
THE REASON FOR WRITING
[ am writing to  enquire about ... / apologize for ... / confirm ...
REQUESTING AGREEING TO REQUESTS
Could you possibly ... ? I would be delighted to ...
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I would be grateful if you could ...

GIVING BAD NEWS ENCLOSING DOCUMENTS
Unfortunately ... [ am enclosing ...

I’m afraid that ... Please find enclosed ...
CLOSING REMARKS

Thank you for your help.

Please contact us again if  we can help in any way.
there are any problems.
you have any questions.

REFERENCE TO FUTURE CONTACT

I look forward to  hearing from you soon.

meeting you next Tuesday.
seeing you next week.

Task 4. Use this list of standard phrases to complete the letters below.

Letter 1.
GEO ORT LTD

Tel: 01525 72245 Fax: 01525 72611
Dear Mr Cochet,
........................ (1) phone call today, .................. (2) for not sending
you our price list. .....cccooviiiiiniiiieiiieeee, (3) , 1t 1s still at the printers .
However, ......cccoveiveiiiieieieeeeeeee (4) a copy of the old list with the new
prices penciled in.
......................... (5)
......................... , (6)
Jacqueline Scott.
Letter 2.

GEO ORT LTD

Tel: 01525 72245 Fax: 01525 72611
Dear Mary,
........................ (1) your phone call yesterday. ................ (2) to
confirmthat ..................... (3) come and speak at the GMB Congress
in Manchester on July 13" ........................ (4) send me a map showing
how to get to Queen Mary’s Hall?
................................. (5)
................................. , (6)

Jacqueline Scott.
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Task 5. Complete the following letter using the correct word or phrase from
the list below.

a) I would be grateful ...

b) Thank you for your help.

c) I look forward to hearing from ...

d) I am writing to confirm ...

e) Could you possibly ... ?

1) Yours ...
g) With reference to ...
Dear Mr Hendrikson,

'our telephone conversation today, ’
that I will be in Sweden from 11-14 June. 3 if you
could arrange for me to visit the Technical Department in Stockholm. If
possible, I would also like to meet Mr Elmqvist. * also send me

a list of any hostels near Head Office that you would recommend, and I will

make the bookings from here?
5

® you.

" sincerely.

M K Vernon

Task 6. Now complete the reply using a word or phrase from the list below:
a) I am afraid that ...

b) Please contact us again if ...

c) Thank you for your letter of ...

d) I am enclosing ...

e) I would be delighted to ...

f) ... sincerely

g) I look forward to meeting you ...

h) I am writing to ...

Dear Mr Vernon,
' May 21.
> give you details of the arrangements for your visit.
* show you round the Technical Department when
you arrive. [ have arranged a visit for Monday June 12 at 11.00 am.
* Mr Elmqvist will not be here when you come, but
his deputy, Mr Karlsbad, will be pleased to meet you.

> a list of hotels near Head Office. 1 would
particularly recommend the Sheraton, which most of our visitors enjoy.
® we can help in any way.
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7 in June.
8

Yours
K K Hendrickson
Practice
Pacnonoscume uacmu 0€108020 RUCbMA 8 NPABUTLHOM NOPAOKE.
Task1. 1-  ,2— . 3—-  4- . 5—-
a) Cell First, Inc. b) Best wishes,
10, Harbor Place Curt Marks
Baltimore Special Projects Officer
Maryland 21220

January 28, 2006

c¢) In our telephone conversation yesterday, we discussed plans to conduct our
training seminar at your conference center... I look forward to meeting you
next week when I come to look over your facilities.

d) Dear Ms. Turner, e) Jan Turner
Arrowehead East Conference
Center
412 Bellevue Lane
Annapolis, MD 21401

Task2. 1-  ,2— . 3—  4—  5-

a) Help the Ocean b) Dear Ms. Glass,
2601 Ocean Park Avenue
Santa Monica, CA 90405
February 23, 2008

c) We are holding our annual meeting from May 2-5... I look forward to
hearing from you soon.

d) Ms. Rachel Glass e) Sincerely yours,
Sunburst Conference Planning Frank Feder
P.O. Box 61875 Director of Operations

Monterey, CA 93940
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Task3. 1- , 2 — , 3 — , 4 — ,d —

a) Dear Mrs. Bragg, b) Yours sincerely,
Brenda Wallis
¢) Suzanna Bragg e) Meridian National Bank
127 Polk Drive, No.112 12187 S. Polo Dr.
Gary, Indiana, 46402 Fairfax, VA 22030
26 May 2008

d) After a thorough review of your application and the supporting documents
you supplied, we have concluded that current financial situation precludes
this institution from extending further credit to you at this time. When your
finantial picture changes and your current level of risk-exposure becomes
lower we would be happy to reconsider your application.

Lesson 4
Different Types of Business Letters

There exist different types of business letters: letter of application (mucbMoO-
3asiBJICHUE), invitation letter (mucbMoO-npUIJIaLIeHue), letter of complaint
(mucbMo-:Kka5100a), letter of inquiry/request (MUCbMO-3a11POC), enquiry
reply (oTBeT Ha 3ampoc), letter of apology (MUCbMO-U3BUHEHUE), cover
letter (conpoBoauTEILHOE MUCBMO), acknowledgement letter (nucbmo-
noarBepxaenue) and others.

Writing 1 “The Letter of Application”

The letter of application can be as important as the CV in that it often
provides the first direct contact between a candidate and an employer. If this
letter 1s not well written and presented, it will make a poor impression. The
letter of application normally contains four paragraphs in which you should:

« confirm that you wish to apply and say where you learned about the job

» say why you are interested in the position and relate your interests to those
of the company

* show that you can contribute to the job by highlighting your most relevant
skills and experience

* indicate your willingness to attend an interview (and possibly say when you
would be free to attend)

Below you will find details from Fiona Scott’s letter of application. Look at
the outline of the letter and indicate where the information below should
go. (Put the paragraphs in the right order. )

a) Although I am presently employed by a non-profit making organisation, it
has always been my intention to work ma commercial environment. I would

38



particularly welcome the chance to work for your company as I have long
admired both the quality of the products that it provides and its position as a
defender of environmental causes. As you will notice on my enclosed CV,
the job you are offering suits both my personal and professional interests.

b) I would be pleased to discuss my curriculum vitae with you in more detail
at an interview. In the meantime, please do not hesitate to contact me if you
require further information. I look forward to hearing from you.

c) Dear Ms Baudoin

d) 8" January 2000

e) I am writing to apply for the position which was advertised last month in

The Independent.

f) 52 Hanover Street g) Nathalie Baudoin
Edinburgh Patagonia Gmbh
EH2 5LM Reitmorstrasse 50
UK 8000 Munich 22

Germany

h) My work experience has familiarized me with many of the challenges
involved in public relations today. I am sure that this, together with my
understanding of the needs and expectations of sport and nature enthusiasts,
would be extremely relevant to the position. Moreover, as my mother is
German, I am fluent in this language and would definitely enjoy working in a
German-speaking environment.

1) Fiona Scott 1) Yours sincerely

Work in pairs. Do you think that Fiona has a chance of getting the job?
What are her strengths and weaknesses?

Writing 2 “Cover Letter”
A letter sent with, and explaining the contents of, another document or a
parcel of goods is a cover letter. A check, a contract, a CV or any other
business paper sent by mail should always be accompanied by a cover letter.
The letter says what is being sent so that the recipient knows exactly what
you intended to send. It is a typical everyday business letter which some
people call “routine”.

Sample letter
Dear Sirs,
In reply to your letter of 22" August, we enclose here with our latest
catalogue and price-list, and apologize for not having sent these earlier.
The latest samples and patterns are being sent by separate post, and should
arrive within seven days. The parcel is too bulky to send by air. We have
noted your instructions to give future quotations CIF Rotterdam.
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We look forward to receiving further orders when you have had a chance to
go through the catalogue and examine the samples and patterns.
Yours faithfully, ...

Writing 3 “Acknowledgement Letter” and “Letter of Response”
You have just received an important document and a covering letter from
your partner. Naturally you must answer it. A letter of acknowledgement
(moarBepxaeHue) and letters of response (0TBeTHOE MUCHMO) are just saying
“thank you™ to your partner.

Sample letter 1
We acknowledge receipt of your Order No 152/AS for diesel engines dated
10 February 2012. As requested, we enclose the copy, duly signed, as order
acknowledgement. We sincerely hope that you will be able to place repeat
orders with us in the near future.
Yours faithfully, ...
Sample letter 2
We have received your letter of 10 June 2011 for which we thank you.
Please find enclosed our latest price list and catalogue, together with details
of different types of carbon paper. We are also sending you under separate
cover a full range of sample paper we are at present producing.
Please do not hesitate to write if you require any further information.
Yours faithfully, ...

Writing 4 “Notifications and Announcements”
Your primary intention when sending a notification announcement is to
inform the recipient about something. These kinds of letters can hardly b
called routine, everyday correspondence.
Sample letter 1 (Announcement Letter - ygeoomenue)

Dear Sirs,

In spite of our attempts to maintain prices at their present level we have
been obliged to raise the price of our product owing to increased cost of raw
materials (labor costs, distribution costs, etc.)

Sample letter 2 (Notification Letter - useewjerue)

Dear Sirs,

We wish to inform you that your order Ne 315 dated 29 August 2010 has
been shipped today. The goods were shipped by truck through Collins
Forwarding Agency FOB Glasgow.

We hope you will be satisfied with the goods and we look forward to more
orders from you.

Yours faithfully, ...
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Writing 5 “Introduction”
Letters that introduce are important, they do not only characterise, they
advertise your company. The purpose of the letter 1s to persuade the reader
that you are the best in business.
Sample letter

Dear Sirs,

[ am writing to introduce ... (name), our Representative, and hope that you
may be able to offer him some assistance. ... (name) is making a study in
definite fields of science certain areas of Scotland and I’ll be extremely
grateful if you are able to give him any information which will help him to
carry out his work.

Yours faithfully,

Writing 6 “Letter Of Request/ Enquiry”
Many requests are written in every business. A businessman writes to a
supplier, asking for a catalogue; to a hotel, asking for a reservation; to a
partner, asking for an appointment and so on. Very often asking letters sound
like "please send me" messages, because they contain a request to send
brochures, materials, catalogues, etc. An ordinary request turns into an
enquiry if it deals with some commercial information.

Sample letter 1

Dear Sirs,

We do not appear to have received your latest catalogue and price-list, and
should be glad if you airmail these to us without delay, together with some
new samples and patterns.

Yours faithfully, ...

Sample letter 2

Dear Sirs,

We enclose a list showing the goods we require for delivery before the end
of April.

Please let us have your lowest quotation by return.

Yours faithfully, ...

Writing 7 “Order Letter”
Some business firms use special order forms when ordering goods. Other
companies send letters or even postal cards. When writing an order letter
(muceMo-3akas), accuracy is extremely important: figures and items must be
correct.
Sample letter
Dear Sirs
Thank you for your quotation of 30 October 2012 . We have pleasure in
placing an order with you for plaster: plaster, first quality, in casks of 150
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kilos; price: U.S. $ 30.00. per 1,000 kilos, f.0.b. Hamburg; quantity: 30,000
kilos; payment: 30 d/s draft against documents; deliver from factory 14 days
after receipt of order.

We look forward to hearing from you soon.
Yours faithfully, ...

Writing 8 “Appointment and Invitation Letter”
Before you notify your partners of smb’s (or perhaps your own) visit to their
firm, you must take certain steps to arrange this visit and, first of all, write a
letter requesting an appointment. These requests are generally different from
other kinds of requests, they sound more personal because you inform your
partner of your plans. This is usually an important part of these letters which
is logically connected with the invitation or request for an appointment.
Sample letter 1 (Appointment — HasHauenue 0en06ol 6cmpeyit)

Dear sir

I shall be visiting Moscow next week as a member of the British-Russian
Chamber of Commerce Delegation. It would be appreciated if I could visit
your office on Thursday, 8 September, at a time convenient to yourself. If
this date is not convenient could you please advise an alternative.

I look forward to receiving your confirmation.

Yours faithfully, ...

Sample letter 2 (Invitation - npuenrawenue)

Gentlemen

From 1 to 14 April there will be a Garden Exhibition in Perm.

We would like to inform you that our best plants will be displayed at this
exhibition. You will find several new examples which might be of special
interest to you. We should be very happy if you visit our Stand Ne 5 in
Exhibition Hall Ne 2. We have enclosed several tickets for the exhibition.
Sincerely yours, ...

Practice

Onpeodenume, K KAKOMY U0y 0€108020 0OKYMEHMA OMHOCUMCA
npeocmaeieHHbLIL HUMce OMPbIEOK.

Task 1.

In the winter issue of Multimedia News we read that your company sells
language laboratories. Our school needs a new language laboratory and we
are looking for the best equipment.

Could you please send us information on your laboratories and include a
price list and ordering information. Thank you for your assistance.

I look forward to hearing from you.

Bapuanmot omeemoe:
a) CV  b) Letter of complaint ¢) Contract d) Letter of enquiry / request



Task 2.

Dear Akram,

Thank you for your fax. I was sorry to hear that you’ve had some problems
with the WR 458. We do all we can to make sure that our product leave our
factory in perfect condition, but unfortunately sometimes a bad one does slip
through. If you can arrange for it to be returned to me, I’ll let you have a
replacement by return.

Hoping that you are keeping well,

Regards

Tony

Bapuanmuot omeemoe:

a) Offer letter b) Enquiry Response

c) Invitation Letter d) Letter of Apology

Task 3.

Dear Mr Marinichenko,

I’m a first-year student in the MBA program at the Wharton Business School
in Philadelphia. ...

I wish to place my experience at the disposal of your airline. I have enclosed
a copy of my resume. If my background and qualifications are of interest to
you, please telephone me at (215) 748-3037.

Bapuanmot omeemoe:

a) Cover Letter  b) Appointment Letter

c) Letter of Introduction  d) Order Letter

Task 4.

Dear Mr North,

... The most suitable of our products for your requirements is the Artemis
66A Plus. This product combines economy, high power output and quick
charging time and is available now from stock.

Bapuanmot omeemoe:

a) Offer Letter  b) Application Letter

c) Announcement Letter  d) Cover Letter

Task 3.

1.1. The Seller has sold and the Buyer has bought the machinery, equipment,
materials, and services as listed in Appendix 1 being an integral part of this
Contract. ...

Bapuanmuot omeemoe:

a) Notification Letter ~ b) Contract

c) Letter of Request d) Acknowledgement Letter
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Lesson 5
Writing 1 “An Envelope”

Learn how envelopes are written.

Omnpasumens, 0opamublil aopec
(the sender, the return address)

e Ha3BaHue pUpMHI (the sender’s name)

® HOMEp JoMa, yaula (the house number, the street name in the return
address)

e T1OpOX (the town the letter comes from)
e uHaekc (ZIP Code in the return address)
e cTpaHa (the country, the state the letter come from)

llonyuamens, noumosniii aopec
(the addressee, the mailing address)

e uwms, pamunus / pupma (the addressee)
e Ha3BaHHe PUPMBI (company’s name)
® HOMEp J1oMa, yiuia (the house, the street

..r)

e T1OpOX (the town the letter is sent to)

e uHuekc (ZIP Code in the mailing
address)

e cTpaHa (the country the letter is sent to)
Practice

Ilepeo eamu koneepm. Coomnecume uH@popmayuro noo onpeoesleHHbIM
HOMEPOM HA KOHEepme ¢ meM, Ymo OHA 0003Havaem.

Task1. 1-  ,2- ,3— ,4—  5-— ,6—
(1) Design Plus

55 (2) Stevenson Road

(3) San Francisco, CA 94015 (4) Mr. P.T. Vitale

(5) Mutual Insurance Company
33 South Street
New York, (6) NY 3476
Bapuanmusr omeemoe: A) the sender’s name

B) the town letter comes from

C) the street name in the return address

D) the addressee

E) the ZIP Code in the mailing address

F) the addressee’s company name



Task2. 1-  ,2— . 3-— ,4— , 5 — ,6—
Harvard Plastics Inc. (UK)
(1) Birmingham (2) B189LL
(3) United Kingdom (4) The President
(5) Harvard Plastics Inc.
Broadway
(6) New York, NY 10018
USA
Bapuanmul omeemoe: A) the town in the return address
B) the addressee’s company name
C) the country the letter comes from
D) the ZIP Code in the return address

E) the addressee
F) the town in the mailing address
Task3. 1- ,2— . 3-—- 4- 5-  ,6-

(1) Gary F. Marshal
Pacific Electronic
1325 Alan Boulevard
(2) Santa Monica, CA (3) 90415 (4) Ms. Eleanor R. Fleming
246 Shasta Avenue
(5) Redding, CA (6) 96001
Bapuanmuvr omeemosg: A) the town in the return address
B) the sender’s name
C) the ZIP Code in the mailing address
D) the ZIP Code in the return address
E) the addressee F) the town in the mailing address

Writing 2 “Agenda” (IloBecTka qHs)
Role — play “the minutes of the meeting” (npomoxon coopanus)

Task 1. Read the text and make notes about the situation.

Your company is negotiating an alliance with a company which insists
that employees only work 35 hours per week. If your company goes ahead
with the alliance, the employees will not have to take a salary cut but they
will not be allowed to work overtime. Ordinary workers, who often work
overtime to earn extra money, will therefore lose some of their earning
potential. Executives in the company who are not paid overtime will be less
concerned about that, but the 35-hour week will have other consequences for
them. If they don’t have enough time to complete their projects, they will
have to share power and control with new employees who will need to be
brought in to meet work demands.
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Task 2. In groups, you will be given a role to play. Read the agenda and
your role carefully. Then prepare how you will express your opinions and
suggestions at the meeting. Be prepared to agree and disagree with the
other participants.

1. The chairperson will bring everybody up to date on the negotiations
concerning the alliance. If it goes ahead we will be obliged to adopt their
policy of working a 35 hour week. (2 mins.)

2. Each person will be invited to put forward his/her views on this situation.
(2 mins. per person)

3. A general discussion period will follow, where each member will put
forward suggestions and recommendations to help reach a satisfactory
compromise. Action points will be decided upon. (5 mins.)

4. The chairperson will appoint people to be responsible for the various
action points. (2 mins.)

Task 3. In groups, conduct the meeting. Every member should take notes in
order to write a full report on the meeting later. Feel free to add other
opinions and recommendations.

Task 4. Using the notes you took at the meeting, write the minutes.
Remember the minutes of a meeting should include:

* asummary of the chairperson’s introduction

« asummary of the opinions and suggestions made by the participants
* the action points that were decided upon

 the people involved in carrying out the action points

* the deadlines that were fixed

* the date and time of the next meeting
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