MMHHUCTEPCTBO CEJIbCKOI'O XO3CTBA
N IMPOAOBOJIbCTBUA PECITYBJIMKU BEJIAPYCh

quemzlfiﬂne o0Opa3oBaHus .
<<BEHOPyCCKHH FOCVILAPCTBEHHBH/I
ATPAPHBIM TEXHUYECKUM YHUBEPCUTET»

Kadenpa nnoctpanHbIx s361Kk0B Ne 2

3.M. I'opomtensi, H.B. CoicoBa, T.B. Mopo3

AHTJIMMCKUMA SI3BIK

Yuebno-memoouuecxkun komnnexc
0Jis1 CMYOEeHMO8 A2PO3IHePSeMU1ecKo20 haxyibmema
OHesHOU (hopMmbl 0OYUeHUs.
Monyasb 5

Yacte 1

IIpousBoacTBeHHOE O0LIEHUE

MuHck
BI'ATY
2011

YK 811.111(07)
BBK 81.2AnTNnsa7

70

70

Pexomenoosano HayuHo-memoouueckum cogemom
azposnepeemuueckozo gaxynomema BIATY.
Ipomoxkon Ne 8 om 16 maa 2011 2.

Lopoiuens, 3. M.

AHTIANCKHHN SI3BIK ;| y4eOHO-MeToqYecKuii KomIieke. Moyisb 5.
Y. 1. IpomsBoactBeHHoe obOmenne / 3. M. Topormens,
H. B. CricoBa, T. B. Mopo3. — Munck : BIATY, 2011. —48 c.

Monyne 5 y4eGHO-METOJMYECKOr0 KOMIUIEKCAa BKIIOYAeT B ceOs yImpaKHeHHS,
HampapJeHHble Ha ()OPMHPOBAaHHE yYMEHHH H HABBIKOB IPO(ECCHOHAIBHO-IETIO0BOIO
obmeHust cryneHToB. llenmb O0OydYeHHS COCTOMT B IPHOOPETEHHH CTYJCHTAMU
KOMMYHHKATHBHOW KOMIETEHIIMH, HOPM IIPOU3BOJACTBEHHOIO M JIEJOBOTO OOIIEHUS,
MPaBUJI PEUYEBOTO ITUKETa. YPOBEHb KOMMYHHUKATHBHOH KOMIIETCHIMH HA OTACIBHBIX
JTamax s3bIKOBOIM IIOJTOTOBKH IO3BOJISIET IPAKTHYECKH HCIOJIB30BATh MHOCTPAHHBIN
S3bIK B MPO(eCCHOHATBHON (IPOM3BOACTBEHHON M HaydyHOW) cdepe Ui pelICHHs
TUNUYHBIX MIPOU3BOJACTBEHHBIX 331ad, a TaKKe B LEIIX camooOpaszoBaHus. Comep KUt
KOMIUIEKC YIPaXHEHWH TPEHUPOBOYHOM M KOMMYHHKATHBHOW HAIPaBIEHHOCTH IO
TeMaTHKe MOJYJIsl, CBEICHHsI TEOPETHYECKOTO XapaKTepa U ayTEeHTUYHBIE TEKCTHI.

Mopyns S5 cocTaBieH B COOTBETCTBUM C TpPEOOBAaHMSMH THIIOBOW Y4eOHOM
MIPOTPaMMBI JUIS BEICIINX YYeOHBIX 3aBEICHUM 110 HHOCTPAHHOMY SI3BIKY, YTBEPXKICHHON
MumnucrepctBoM 00pa3zoBanus PecnyOnuku Benapycs u mpenHasHaueH A CTYACHTOB
BTOPOTro Kypca arposnepreruyeckoro ¢akynbrera BIATY.

VIK 811.111(07)
BbbK 81.2Anraa7

© BI'ATY, 2011



COAEPKAHUE
BBEJIEHIE.........ciiiiiiiiiicinicertctceec ettt ettt ettt 4
MOJYIJIb 5: IPON3BOJACTBEHHOE OBIIEHHUE ..........cooviviiniiiniciiiciciiecnene 8
5.1 TAIIMYHBIE CUTY AT
TTPOU3BOJACTBEHHOI'O OBIIEHUS .......coveviiiiiieiiicienicicenice e 8
5.1.1 Work and EMplOyment..........cccoeeevierieiiinieiinienienieeeeseeeeeeie e 8

5.1.2 Planning a Career
5.2 TUIIMYHBIE CUTYALIUU

MMPON3BOJACTBEHHOI'O OBIIEHMS ........cooviiniiiiiiiiiiiniicncceecee 12
5.2.1 Why People WOrK.......cocooiiiiiiiiiiiiieieeeeeeeee e 12

5.3 TUIIMYHBIE CUTY AT

IMTPOM3BOACTBEHHOI'O OBIIEHUS. APPLYING FOR A JOB ................ 14
5.3.1 Writing a Letter of Application...........cccovvererieeeininineeeeeceeen 14

5.4 TUITMYHBIE CUTY AT

I[TPOM3BOACTBEHHOI'O OBIIEHIS. APPLYING FOR A JOB................. 22
5.4.1 Writing a Curriculum Vitae (Resume)..........ccccocevereiivncnenenenniin 22

5.5 COOUOKYJIbTYPHBIE HOPMBI

TTPOU3BOJACTBEHHOI'O OBIIEHUS .....c.coveviiieiiiiicieiice e sdiatie e 27
5.5.1JOD INTETVIEW «..couviiiiniiiieieeiteiesi ettt s e e ss e 27

5.6 PEKOMEHIAITUN ITO IIOATOTOBKE K VCPC........coeveiieatiieeinenine 32

5.7 COHUOKYJIbTYPHBIE HOPMBI

IMPOU3BOACTBEHHOI'O OBIIEHUS .......ooveviieiiii i it 34
5.7.1 JOhn’s INt@IVIEW.....eoveiiieieieiiiierieee st Bi oot 34
5.7.2 Mr. Johnson’s INEIVIEW ........ccuevueeieriinienieieniiiitsieeiesie e sieeee e 37
5.7.3 Interview with Mr. Watson ...t eiiimten e 39

5.8 TIPOPECCUOHAJIBHAST DTUKA Gttt 42
581 BHHICS oottt ettt ettt ettt aen 42

5.9 TIPOOECCHUOHAIJIBHAS DTUKA ... 44

5.9.1 Engineering Ethics

BBEJIEHUE

I'naBHoO#i. Uedb O0O0y4YeHHS WHOCTPAHHOMY SI3BIKY  SIBIISIETCS
(hopMupoBaHUEe  WHOS3BIYHON  KOMMYHHKATHBHOM  KOMIIETEHIHH
CHEIMAIUCTa; TO3BOJSAIOMIEH HCIONIb30BaTh WHOCTPAHHBIM fA3BIK Kak
CpeACTBO MPO(PECCHOHATEHOTO ¥ MEXXIMYHOCTHOTO OOIICHHUS.

B pycne coBpemeHHOI 00pa3oBaTeIbHOM MAEOIOTMH MHOCTPAHHBIHI
S3BIK  pacCMaTpHUBaeTcss He TOJIBKO B  KadyecTBE  CpEACTBa
MEXKYJIbTYPHOTO OOIIECHUs, HO U CpeACcTBa (DOPMHUPOBAHUS JTHYHOCTH
KaK CyOBeKTa HAIMOHAIBHONH M MHPOBOW KyNbTYyphl. lIpenmonaraercs,
9TO0 MHpPOBO33pEHHE, BKJIIOYaomiee B ce0s [EHHOCTH JIMYHOCTH,
00IlleCTBa, TOCYJAapCcTBa, a TaKke Oojee LIMPOKOTO COOoOIIecTBa
(eBpormetickoro, MHUPOBOTO), crocoOCTByeT OoJbIIEMY
B3aMONOHHMAHUIO ¥  CONMKEHHIO HapoIOB B  COBPEMEHHOM
MONIUKYJNBTYPHOM ~ MHpE, a,  CIIEJIOBAaTeNbHO,  CTAOMIBHOCTH
1 YCTOMYUBOCTH €T0 pa3BUTHS.

B xadecTtBe cTparermyeckoil HMHTErpaTHBHONH  KOMIETEHIIUH
B IIpoIIeCCe o0OydeHus WHOCTPaHHBIM SI3BIKAM BBICTyIIaeT
kommyHukatuHas (KK) B eauHCTBE BCeX COCTABISIIOIINX: — SI3BIKOBOIA,
peveBoi, COIMOKYJIBTYPHOM, KOMIICHCATOPHOM, y4eOHO-
[I03HABATEJIbHON KOMIETEHIIUH.

S3pikoBas kommetreHiusa (SIK) — COBOKYIMHOCTE SI3BIKOBBIX CPEJICTB
(poHeTHUECKUX, JTEKCUYECKUX, IPaMMATHUECKUX), a TAKKe MPABUI UX
HCTIOJIb30BaHMSI B KOMMYHHUKATHBHBIX IIETISX.

PeueBas kommereHims (PK) — COBOKYNMHOCTh HaBBIKOB M YMEHHH
peYeBoi IeITENBHOCTH (TOBOPEHHE, TMCHMO, ayAUPOBAHUE, YUTEHHE), 3HAHUE
HOPM pPEUEBOTO TTOBE/ICHNS, CIIOCOOHOCTH HCTIOIB30BATh S3BIKOBBIE CPEACTBA
B CBSI3HOU pEUM B COOTBETCTBHH C CUTYaIHEH OOIIICHMS.

ConmokynbrypHass komneTeHrus (CK) — COBOKYMHOCTh 3HaHUU
0 HaIMOHAIBHO-KYJIBTYPHOH CITEIU(pHUKE CTPaH H3y4aeMoro si3blka M
CBA3aHHBIX C OJTHM YMEHHH KOPPEKTHO CTPOHTH CBOE pedYeBoe U
HEepedyeBOe MOBECHHE.



Komnencaropnas kommerenuus (KomnK) — coBokynmHOCTh yMeHUi
WCTIOTIB30BAaTh JIOTIOTHUTENBHBIE BepOallbHbIE CPEJCTBA H HeBepOaIbHbBIE
CIoCcOOBI pelieHUs KOMMYHHKATHBHBIX 3a/ad B YCJOBHSAX Je(HIIATA
HMMEIOIIUXCS SI3BIKOBBIX CPECTB.

YueOHo-no3HaBarenbHass komnereHnus (YIIK) — coBokymHOCTB
o0IMUX ¥ CHEIUATBHBIX YUYEOHBIX YMEHHH, HEOOXOIUMBIX JUIS
OCYIIIECTBICHUSI CAMOCTOSITEIbHON NIEATEIPHOCTH TI0 OBJIAJICHUIO
MHOCTPAHHBIM SI3BIKOM.

B mpomecce conmanbHO-TyMaHWTapHOW MOJATOTOBKH BBIITYCKHHK
JIOJDKEH pa3BUTh Takue MetanpeamerHele komnerenunu (MIIK), kak
BIAJICHUE METOJaMH CHUCTEMHOTO U CpPaBHHUTEIBHOTO aHAaJU3a;
c(hOpMUPOBAHHOCTh KPUTHYECKOTO MBINUICHUS; YMEHHE paboTath B
KOMaH/ie; BIlaJicHNe HaBBIKAMH TMPOEKTHPOBAHUS M TPOTHO3UPOBAHMUS;
c(hOpMUPOBAHHOCTh ~ JTUYHOCTHBIX  KAueCTB:  CaMOCTOSTEIHHOCTH,
OTBETCTBEHHOCTh, OPTaHW30BAaHHOCTH, IIENEYCTPEMIICHHOCTh, a TaKKe
MOTHBAllMOHHO-IIEHHOCTHBIE OPUEHTANNN; YMEHHE YUNUTHCS, TOCTOSTHHO
MOBBIMIATH KBATA(DHUKAIUIO.

B coorBercTBMM ¢ UeMSAMH M IPHUHIMIAMH  COLHUAIBHO-
TYMaHUTApHOU IMTOATOTOBKH BBHITYCKHUK BBICIIETO Y4eOHOTO 3aBeIEHUS
MpH MOATOTOBKE IO 00pPa30BaTENbHOM MporpaMMe IEepBOH CTYNECHU
(cenuanucT)  JODKEH — MPUOOPECTH  CICAYIONUE  COLUAIbHO-
JUYHOCTHBIE KOMIIETSHIINH:

KOMIETEHIIUN KYJbTYPHO-IIEHHOCTHON W JIMYHOCTHOW OPHEHTAIlUH
(KKLJIO),

KOMIIETEHIINU TpakJaHCTBeHHOCTH U marpuoTtusma (KI'TI),

KOMITETCHITNN corraibHoro B3anmoeicteusa (KCB),

komrerenimy kommyHukarmn (KK = SIK + PK + CK + KomrK + VIIK),

KOMIIETeHIINU 370poBbecOepexenus (K3),

KommeTeHnuu camocoBepiieHcTBoBanus (KC).

B pesynbpTaTte u3yueHus JUCIUILUIMHEI CTYCHT TOJ/DKCH 3HATH:

OCOOCHHOCTU CHUCTEMbl M3y4aeMOTO WHOCTPAHHOTO. sI3BIKA B €ro
(hOHETHYECKOM, JIEKCHYECKOM U TpaMMaTHYecKOM acrlekTax (B
COIIOCTABIIEHUH C POIAHBIM SI3BIKOM);

COIMOKYJIETYpHBIE HOPMBI OBITOBOTO M ACIIOBOTO OOIICHMSI, 8 TAKXKE
MpaBWiia PEYCBOr0 ITUKETA, MO3BOJSIOMIUE CHEIUAIACTY A()(HEKTUBHO
WCIOJh30BaTh HMHOCTPAHHBIN SI3BIK KaK CpEICTBO OOMIEeHHS B
COBPEMEHHOM IOJIMKYJIETYPHOM MHUPE;

HCTOPHUIO U KYJBTYpy CTPaH N3yHaeMOro sI3bIKa.
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CTyneHT ONIKEH YMETh:

BECTH OOINEHHE COLMUOKYIBTYPHOTO < W  TPOECCHOHAILHOTO
xapakTepa B 00beMe, MPelyCMOTPEHHOM HACTOSIICH MTPOrpaMMOii;

YUTaTh ¥ TEPEBOAMUTH JIMTEPATYpy MO CIEIHATBHOCTH 00yYaeMbIX
(u3yuaroriee, 03HAKOMUTEIEHOE, IPOCMOTPOBOE U IMTOUCKOBOE YTCHHE);

IIHCbMEHHO BBIPAKaTh CBOUM KOMMYHUKATHBHBIE HaMEpPEHHUs B
cdepax, mperycMOTPEHHBIX HACTOSIIEH MpOrpaMMoii;

COCTaBJIATh  MHCBMEHHBIE JOKYMEHTBI, HCIOJNb3YsSd PEKBU3HTEHI
JIEIIOBOTO ATNCHMa, 3aIOTHATH OJJAHKK Ha y9acTHE U T.IL.;

[MOHUMATh ~@yTCHTUYHYIO WHOS3BIYHYIO pedb Ha CIyX B o0beme
MIPOrpaMMHON TEMATUKU.

B cooTBeTcTBHU ¢ yueOHOU MpOrpaMMoOil IO HHOCTPAHHOMY SI3BIKY
n3ydyeHue ITUCHUIUIMHBI «VHOCTpaHHBIM s3BIK» paccuuTaHo Ha 150
ayIUTOPHBIX YaCOB.

Cognepxanue yueOHOro Monyist 5 «Ilpou3BoacTBeHHOe 0OLIEeHUE»
mpeacrasiieHo B Tabmuire.

Tema momynst Conepxanue K?I;I:o dopmupyembie
KOMIICTCHII U
M-5. Tunuunele cutyaruu|30 KK
IIpousBoacTBeHHOE IIPOU3BOJICTBEHHOI'O MIIK
oduenne o01IeHNSI. KI'n
CTyneHT nOoKeH: KCB
3HATh: npasuna| YCPC: K3
pEUEBOr0 ITUKETA, ConMoKynbTypHBIE KC
yMeTb: pelIaTh|HOPMBI
TUIAYHBIC MIPOM3BOACTBEHHOTO
MPOM3BOJICTBEHHBIE oOrIeHus.
CUTyalluu C
HCIOJIb30BAHUEM [podeccuonanpHas

WHOCTPAHHOTO SI3bIKA KaK|3THKA.
cpelcTBa  OOIICHHWS B
COBPEMCHHOM [TeperoBopsl.
MTONTUKYITETYPHOM ~ MHPE,
TPaBUIBHO YCPC: Tleperosopsl.
HCIIOTB30BATh  JIEKCHKO-
rpaMMaTHIecKue CornameHus.
€QUHHULBI B YCTHOM H
MMMUCHbMEHHOM peun.




YMK cocTtaBieH B COOTBETCTBHM C TpeOoBaHMsAMH THIIOBOH yueOHOM
MPOTPaMMBbl U BBICHIMX Y4YEOHBIX 3aBEACHHH IO WHOCTPAHHOMY SI3BIKY,
YTBEPKIEHHOMN MuHucTepcTBOM o0Opa3zoBaHUsA PBb. B OCHOBY
CTPYKTYpPHPOBAHHS COJACPXKAHUS YUeOHOro MaTepHaiga TMOJOXKEH MPUHINI
MOJYJIBHOTO MOXOJa, KOTOPBIN MpearnonaraeT pa3ouBKy yueOHOro marepuana
Ha OTHOCHUTEJIBHO CAMOCTOSITETIBHBIE MOAYIH (pa3eibl) Kypea.

Mogayne 5 y4ueOHO-METOAMYECKOTO KOMILIEKCAa BKIIOYaeT B  ceOs
yIpaXHEHHs, HallpaBlIeHHble Ha (QOpPMUpPOBaHHE YMEHHH U HABBIKOB
po(heCcCHOHAIBHO-AENOBOr0 OOLIeHHUs CTYAeHTOB. Llenb 00y4yeHHus COCTOUT B
NPUOOPETEeHNH  CTYJCHTAMH  KOMMYHHMKAaTHBHOW  KOMIIETEHIMH, HOPM
MIPOM3BOJICTBEHHOTO W JIEJIOBOTO OOIIGHUs, TIPaBMJ pPEYEBOr0 ITHKETA.
YpoBeHb KOMMYHUKATUBHOM KOMIIETEHIIMM HA OTJCIBHBIX 3Tamax s3bIKOBOM
MOJTOTOBKH IO3BOJSET MPAKTHYECKH MCIOJIb30BaTh WHOCTPAHHBIA S3BIK B
poeCCHOHANBHON (TPOM3BOACTBEHHON M HAydHOW) cdepe A pelieHus
TUIMYHBIX TPOM3BOACTBEHHBIX 337134, a TAKKE B IEISIX CaM000pa30BaHUsL.

ConepXUT CBEIEHHST TEOPETUYECKOTO XapakTepa, ayTeHTHUYHBIE TEKCTHI H
KOMIUIEKC YNPaKHEHUH, KaK TPEHUPOBOYHOM, TaK M KOMMYHUKATHBHOMN
HAINpaBJICHHOCTHU 110 TEMATHKE MOIYJIS.

IIpenHasHaueH 1A CTYJEHTOB BTOPOTO Kypca arpo3HEPreTHYECKOro
¢axynbrera BIATY.

MOJYJIb 5
MMPON3BOJICTBEHHOE OBIIEHUE

5.1 THIIMYHBIE CUTYALIUU
MNPOU3BOACTBEHHOI'O OBLIEHUSA

5.1.1 Work and employment

Vocabulary
Read and translate the following words into Russian
career work (the) resignation  profit
job employment ~ unemployed to earn/ raise
occupation employer unemployment ~ make money (AmE)
profession  employee to dismiss/ to income rise
trade to employ sack promotion (BrE)
fo retire to promote salary
fo resign wages

Vocabulary exercises

Ex. 1 Match the words in the box with their definitions.
Use a dictionary if necessary.

profession rise/ raise work career

job occupation promotion  trade

a) something you do to earn your living; employment;
b) a position of duty, employment or trust to which one is assigned or
appointed; a more formal word for a particular job;
¢) a job that needs special training/education;
d) a job or profession which you mean to follow all your life;
8




e) way of making a living esp. a handicraft;

f) activity undertaken in return for payment; employment; a job; a
place where one is employed;

g) advancement in position or rank;

h) an increase in salary or wages;

Ex. 2 Say in one word using the focus vocabulary.

a person who is employed

money that an employee receives for his/ her work

to appoint a person for a job

money paid for manual work

money that someone is paid for their job each month, especially
when they have a professional job

to leave one's job or position

Ex.3 Complete each sentence by using a word from the box.

employ employer employee
unemployed employment unemployment

. We are ... a new engineer from November 1.
.Heis ... at present and is job hunting.

. We were ... to do some seasonal job.

. My ... wouldn’t like me to be late.

. Office ... are called white-collar workers.

. Being a housewife is full-time ... .

. ... 1s a major social problem.

. The ... are on the dole in Great Britain.

031N DN W —

Ex. 4 Here are some professions (jobs that require considerable
training and/or qualifications) and trades (skilled manual jobs
requiring on-the-job and other training) and unskilled jobs.
Arrange them in the appropriate groups.

Lawyer, dentist, mechanic, barber,<architect,. priest, farmer, police
officer, vet, librarian, refuse collector, accountant, engineer, scientist,
chef, firefighter, civil servant, tailor, designer, builder, carpenter,
plumber, electrician, cleaner.

5.1.2 Planning a career

Pre-reading task
I. Work in pairs and answer the questions.

1. Is planning a career necessary?
2. Where would you like to begin your career?
3. What helpsto make one’s career?

I1. Study the following words from the text.

Primarily (adv) — riaBHbIM 00pa3oMm; MPexIe BCEro

to satisfy (V) — y10BIETBOPATH; COOTBETCTBOBATh, OTBEYATh
satisfaction(n)

commitment(n) — BpydcHwe, Iepeaada; 00s3aTeIbCTBO
field(n) — moste; oGnacth, chepa neATSILHOCTH

range of fields

scarce(adv) — HeIOCTaTOYHBIHN; PeAKUNA

to secure(v) —-TapaHTUPOBATh, 00ECIICUNBATH

Reading
Planning a Career

Having a job and having a career are two very different things. A job
is something you do to make money. You may enjoy the job, work hard
at it and do well, but you are primarily doing it for the money to satisfy
your other interests outside of the work environment. A career is
something that integrates your desires and interests so that it gives you
satisfaction above and beyond the money you make. To have a career
means commitment and development but first of all planning. This
process can begin at any age. For some people it starts when they are
small children and visit mom or dad at their place of work. For others it
can come later through the inspiration of a teacher or exposure to a
wider range of fields.

It is up to each individual to decide whether a job or career is best for
them. People may share the same talent and interest but other aspects of their
personality will dictate which direction to go with that interest. For example,

10



one guitar player may decide to plan a career as a professional musician.
Another may decide that the financial insecurity is too much for him, get a
regular job and satisfy his musical interests in his free time.

Whether you decide to get a job or plan a career, the job market today
is quite different from that of your parents. Now, there are no guarantees
upon graduation for young people after university, institute or school,
and available jobs are scarce and difficult to secure. The young person in
today's Belarus faces a very competitive job market.

What do the new dynamics of the Belarusian job market mean for young
people? First, if they have decided they want a career, they must start early in
their academic life to plan and take steps to develop their professional careers.
Second, in addition to a suitable background for a desired career, creativity, self-
promotion and preparation are absolutely vital for any sort of success in the job
search. Last, students must develop confidence in themselves and recognize the
power that each of them has to take control of their future and shape it in a way
that is best for them.

Comprehension

I. Answer the questions.

1. Are having a job and having a career the same things?

2. What is the difference between a job and a career?

3. When does the process of planning a career start?

4. How to choose what is better a job or a career?

5. Is the job market today the same or different from that of your
parents? Why?

6. What kind of market do young people face after graduating from
university?

7. What do the new dynamics of the Belarusian job market mean for
young people?

II. Read the text and say if you agree or disagree with the
following statements.

1. Having a job and having a career are two very different things.

2. A job gives you satisfaction above and beyond the money you make.

3. Planning a career can begin at-any age.

4. The choice of a career doesn't only depend on a person's talents
and interests.

11

5. To face a competitive job' market is to have no guarantees for
getting a job.

6. To take control of the future and to be well-prepared for the challenges
of the job market, one should take several very important steps.

7. Creativity, self-promotion and preparation are necessary for any
sort of success in the job search.

II1. Match the words from the text and the definitions given below.

—_—

. To combine desires and interests

The changes of the job market

. Obligation

Education environment

. Self-encouragement

Progress through life (career)

. A situation in which you have to compete for a job
. Jobs that may be obtained

IV. Look through the text once again and make a logical plan of
it. Using the plan retell the text.

5.2 THIIMYHBIE CUTYALIUU
MNPON3BOACTBEHHOI'O OBIIEHUSA

5.2.1 Why people work
Pre-reading task

Work in pairs. In your exercise-books write as many reasons why
people work as you can. Compare your information with your
group-mates.

Reading.
Read the text. Do you have the same reasons as in the text?

Why People Work

Have you ever asked yourself what you are working for? If you have
ever had the time to consider this question, or put it to others, 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

12



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 I staggered along the swaying aisle trying to
sell tickets without falling 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 distressed that nobody has yet
recognized their leadership qualities. Or we can blame it all on someone
else, the family or the taxman. I suspect, and I say this under my breath
that most of us work rather as Mr. Micawber' lived, hoping for
something to turn up. We'll win the lottery, 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 around 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.

Reading for information.

Now read the text more carefully and answer the questions.
Comprehension

I. Answer the questions.

1. Why do you think people don't usually ask themselves about their
reasons for work?

2. What reasons for work are given in the passage?

3. Do you think they are serious?

4. Who can say that work is power?

5. Does the author of the passage agree with the opinions he presents
in the passage? Why?

6. What other reasons for working can you think of?

! Mr. Micawbcr is a character in Charles Dickens' novel David Copperfield. He is a
gay, charming and sociable person,-but is very impractical and thoughtless in

his relations with the family and is finally imprisoned for his debts.
13

II.Give the English equivalents of the following word
combinations.

3aMpelieHHbId  BOMPOC,. 3aBEPIICHUE BAXXHOH CHEIKU, OBITh
YBJIIEYEHHBIM DPa0OTOM, OCO3HAHHME CBOETO TIIOJIOXKEHUs, JOCTHUTaTh
mpu3payHble IeJid,  TPU3HABATH Yhe-TO JUAEPCTBO, OrOpYaThCs,
TOBOPUTh OYEHb THUXO, IOIBEPHYTHCS, BBEIUTPATh B TOTAIM3ATOPE,
HacKpeOaTh, MOYYHTh TOBBIINIEHUE 110 CITYKOe

I11.-Work-in small groups. Ask your partners these questions:

1. People. who work often say that students have an easy time.
Do you agree?

2. What is the most difficult job you can imagine?

3. What is the most unpleasant job you can imagine?

4. What is the most pleasant job you can imagine?

IV. Work in pairs. Discuss the following questions.

1. What is your idea of a good job?
2. Have you ever had a job you didn't like? What happened?

5.3 THIIMYHBIE CUTYALIUU
NNPOU3BOJCTBEHHOI'O OBLIEHUS. APPLYING FOR A JOB

5.3.1 Writing a letter of application

Vocabulary

Read and translate the following words into Russian
To advertise

advertisement

to apply

application

appointment

choice

Curriculum Vitae [vi:tai] - CV(BrE)
Resume (AmE) [ ‘rezjumei]

job description
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job-hunter

offer

opening

redundant

redundancy

vacancy

applicant

to fill out/in an applicant form
to hire

a letter of application

list of reference

to be highly/well-paid

to make/create an impression

to be well-suited for the job

to be promoted

to master the necessary skills

to be competent at work

to fill a vacancy

there is no chance for advancement
to want to change one’s position
to work for a firm

to get valuable experience and training
good/bad working condition

Vocabulary exercises

Ex.1 Translate the following sentences into Russian paying
attention to the words in bold type

. The new contact will enable us to employ about 50 extra people.

. I wrote five applications for jobs but didn’t get a single reply.

. Anyone under thirty need not apply.

. He is earning a fortune as a consultant engineer.

. They both work, but he is the main breadwinner.

. We’ve had two retirements in our office this year.

. He resigned his post because he had been offered a better job.

. In Great Britain women retire at 60 and men retire at 65. At this
age they are allowed to receive the state retirement pension.
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9. His engineering experience gave him a big advantage over the
other applicants for the job.

10. The young electrical engineer was promoted to the chief
electrical engineer.

11. We will need to have references from your former employers.

12. We still have vacancies for drivers but all the other positions
have been filled.

Ex.2 a) Match the following verbs in column A with nouns in
column B. Use articles or pronouns where necessary.

A. B.
To apply for work
To be at job
To offer career
To hunt for post
To fill vacancy
To advertise for position
To choose sack
To interview for application form
To dismiss from
To hold
To lose
To get

b) Make up sentences of your own using these word combinations
Pre-reading task

The movement to employment can be a difficult one. Applicants need
to get ready and even have support in preparing applications for paid
employment. You will now learn how to avoid mistakes, and mind that
that crucial part works for the success of applying for a job.

1. Work in four groups.
a) Read and discuss the following tips of writing a letter of
application.
b) Should we use these recommendations while writing to a pen
friend?
16



Applying by a letter

a) Remember that first impressions are important.

b) Write clearly and neatly on good notepaper, unlined if possible.

c¢) Check for spelling mistakes. Use a dictionary if you are not sure
of a word.

d) Describe yourself, your qualifications and your experience clearly.

e) If the advertisement asks you to write for an application form, you
will not need to give detailed information in your letter.

f) Address the letter and the envelope clearly.

2. Study the form of the letter of application.
Do you have the same form in your country?
Your address

Heading JYour city, state and zip code
Today’s date

Block style

Full name of the person receiving the letter

The person’s street address Inside address
The person’s city, state and zip code

Dear Mr. X, Ms. Y) Salutation

Your letter

Sincerely yours/faithfully yours, Complimentary close
Your signature

Tom A. Brown Signature Identification
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Reading
You will read about writing a letter of application

Reading and vocabulary

1. Read the text quite quickly. Find fifteen words (not more) that you
don’t know, and check them in your dictionary.
2. Compare with the partner the fifteen words you each looked up.

Writing a letter of application

Letters of application may be the most important letters that you
ever write. If you are applying for an award, for admission to a special
program, or for ajob, your letter may change your life.

1. Make the letter appealing. Courtesy and clearness are all you
need for inquiries, orders, and complaints, but the application letter is
essentially a sales letter.

a. Think first of the viewpoint of your prospective readers. They will be
mterested in what you may be able to contribute to the field, not in your purely
personal considerations. You are "selling" your skills, not yourself.

“Because of my long interest in popular music and because I have been
taking piano lessons for the past three years, I believe I can be useful in your
record store" is more likely to appeal to the store owner than "I want to work for
you because I would like a discount on buying records" or "because my best
friend works in the coffee shop across the street and can give me a ride".

b. Do not be too modest/too boastful. The door-to-door salesman who
asked "You don't want to buy some magazines, do you?" may have got a few
orders out of pity, but he didn't get fat on commissions. Never begin with such
expressions as "I know nothing about your program". In an application letter,
put your best foot foremost and keep the other safely out of sight.

At the same time a statement like "I have always outranked every
other student in my class" may be perfectly true, but it is likely to
antagonize. Leave such information for others to supply in the letters of
recommendation they write for you.

c. Do not sound superior to whatever you are applying for. No
reader was ever won by such remarks as "I am willing to work in your
program until I can find one that suits me better," "My experience has
been in college with more prestige than yours", or "I am looking for a
job only because of recent financial problem in my family".

18



d. Try to make your letter stand out favorably from others. Your
prospective readers may receive dozens or even hundreds of letters from
qualified persons, and you must try to make them notice yours. But do
not mistake mere freakishness for individuality. Your letter of
application should be serious and dignified, without any of the extra
devices often used in other types of sales letters.

2. The content of your letter of application will normally fall into
five main sections: introduction, personal data, qualifications, list of
references, and conclusion.

a. Your introduction will depend on your particular situation. If you are
answering an advertisement or announcement, begin with a reference to it. If
you learned indirectly of the award, program, or job opening, mention how you
learned of it. If you have no definite knowledge of an opening but are hopeful
that one may develop, begin with some mention of your reasons for applying to
the particular awards committee, college, or firm to whom you are writing.

b. Give the personal data relevant to the situation — a list of objective
facts about yourself, such as your age, sex, marital status, and any other items,
such as health, citizenship, or religion, that may be pertinent.

c. Give the qualifications that fit you for whatever you are applying
for: your education, experience interest, aptitudes.

d. List your references — the names, official positions, and addresses of the
people best qualified to recommend you, as to both character and ability.
Experience and references from previous employers are always important.
Since you are a student, your education, with specific references to relevant
courses, and recommendation from faculty members who know you well will
probably be your chief assets.

e. Conclude your letter of application with something to| ensure a
reply: a request for an interview; a reminder that you have enclosed a
stamped, self-addressed envelope for your reader's<convenience; an
indication that you hope for an early reply.

Reading for information
Now read the text more carefully and answer the questions.

Comprehension

I. Answer the questions.

1. Why are letters of application considered as the most important
letters that you ever write?
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2. What is necessary to makeyour letter appealing?

3. How do you understand the phrase: “In an application letter, put
your best foot foremost and keep the other safely out of sight”?

4. Will the content of your letter of application normally fall into five
or four main sections?

5. What are the‘'main parts of the letter of application?

6. What information is given in the introduction?

7. Where should you write your personal data?

8. What is written in the part called “qualifications™?

9. Why is itimportant to give the list of references?

10." What should be written in the conclusion?

I1. 1) See some examples of a letter of application.

Letter 1

6 Carlswood Street
Redhill
Surrey
Tel.: Redhill 62196
17 September 2005

Mrs.Cynthia Dryden

44 Randolph Square

London EC1 4BE

Dear Mrs. Dryden,

I would like to apply for the post of personal assistant / secretary
advertised in today’s Guardian.

As you can see from my curriculum vitae, I have had six years’
experience as a personal secretary. Five of these have been in films and
television and I am particularly keen to continue working in this
industry.

I enclose my curriculum vitae and will be available for interview any
day after 21 September and able to take up a new appointment from
1 October.

I'look forward to your reply.

Yours sincerely,

Tom Brown
20



Letter 2
John Black saw this announcement in the newspaper and wrote a letter
to apply for the job:

JOURNALIST/EDITORIAL ASST. Leading New York newspaper
seeks trainee for Int’l News Division. B.A. (preferably in journalism)
required; college newspaper experience desirable. Possibility to
travel. Excellent benefits. Send resume to publisher, P.O. Box 720,
New York, New York 10073.

1320 Mckinley Drive
Lawerence, Kansas 66044
February 19, 2008

Publisher

P.O. Box 720

New York, New York 10073

Dear Sir/Madam:

I am writing in response to your announcement concerning an opening
for a trainee in the International News Division of your newspaper.
Enclosed please find a copy of my resume. As you can see, I have
travelled extensively in Latin America, Europe and the Middle East. At
the present time, I am studying journalism at the University of Kansas. |
will have completed my studies by June of this year and would be able
to begin work immediately thereafter. I am especially interested in
international reporting and would be very happy to have the opportunity
to work for your prestigious newspaper.

If you wish to schedule a personal interview, I will be gladto go to New
York at your convenience.

My phone number is (913) 573-5298.

Sincerely yours,

John S. Black

2) You have read two letters of application. Answer the following
questions:

a) Has the outline of the body of the letter been followed?

b) Have the applicants stated why they are writing the letter?

c) Are there enough facts that qualify them for the job advertised?
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d) How can the employer obtain more information about the
applicants?

III. Write a letter’ of 120-180 words applying for the job
advertised below. (Make sure your letter is laid out in the appropriate
style with your address at-the top, today's date in the right place,
remember to use the correct form for a business-letter heading, greeting,
and closing)

1. TEMPORARY HOTEL RECEPTIONIST

Pleasant medium-size hotel in the heart of Cambridge seeks young
person with pleasant personality to assist in reception office.
Previous experience is an advantage but not essential. Knowledge
of at least one foreign language required. Good pay for someone
who can work sensibly and cheerfully in our team. Apply in
writing to

College Hotel, King's Parade, Cambridge.

2. We are looking for a person between the age of 30-35 who is
enthusiastic and who has the following qualifications: typing degree,
shorthand, word-processing. Very comfortable and convenient working
conditions. Hours of work are negotiable (flexi time). Salary is
dependent on qualifications but will be reviewed after a six-month
period. Prospects for promotion are very good.

If you feel you have the necessary experience and enthusiasm for
this job, please, contact: the Manager, International Language
School, tel.:616-1490

5.4 THIIMYHBIE CUTYALIUN
MMPOU3BOJACTBEHHOI'O OBIIEHUSA. APPLYING FOR A JOB

5.4.1 Writing a Curriculum Vitae (Resume)
Pre-reading task

1. Do you know what a Curriculum Vitae is?
Have you ever written a CV?
Where can a CV be used?

22



2. Check in your dictionary that you understand the following words:

To queue up (v) to lay out (v)
heading (n) computer literacy
sub-heading (n) to tailor (v)

concise (adj) omission (n)

neat (adj)

Reading for information
Now read the text attentively and do the tasks that follow it.

Writing a Curriculum Vitae (Resume)

It’s very well having a brilliant education. Now you must sell
yourself on paper so they'll be queuing up to interview you.

CV (‘curriculum vitae' or 'resume') is a separate unit listing the
objective, or factual, information (personal data, qualifications,
references). Here the information can be neatly and clearly arranged
under suitable headings and sub-headings that readers can consult easily
and quickly. A big advantage of the resume is that you can photocopy it,
thus saving time.

CV is essential if you're applying for a new job or for promotion
within your own company, or even to register as a delegate at a
conference. Some information might be given in your CV, some in your
letter of application - and perhaps some on a Supplementary Information
sheet (giving information relevant to the particular job you're applying
for). There are no fixed international rules about this: different countries
have different practices.

How to make your CV winning....

1. Be concise, factual and neat. Keep your CV to one page, typed.

2. Lay out your CV chronologically. Some employers prefer reverse
chronology when looking at a candidate's work history: thiss up to you.

3. Put your name in bold type so it stands out.

4. Extra skills such as languages, computer literacy and secretarial
skills are important but always be honest: Don't claim fluency in English
if you only scraped through your TOEFL.

5. Put dates in full.

6. Your employer will get a'mental picture of you from your CV -
think carefully about thedimage you are creating.
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7. Your CV should be flexible; make sure that you tailor it according
to the specifications of each job.

8. Never use the pronoun «I». Instead use action words such as
«involved», «builty, «organized», «achieved», «completed».

9. Ask someone else to read your CV through carefully to check for
spelling mistakes<and omissions. Just one letter is enough to give
prospective employers a terrible impression.

10. Whatever your experience, you must dress it up to make sound
important:Use it to your advantage.

Comprehension

I. Say if the following sentences are true or false.

1.. Resume contains information only about qualifications.

2. Resume can be photocopied.

3. CV is unnecessary if you register as a delegate at a conference or
if you're applying for a new job.

4. All the information about an employee must be given in the letter
of application.

5. It is not necessary to type your CV.

6. All the information in your CV should be in chronological order.

7. Put your name in block letters so it stands out.

8. You should omit such words as «involvedy, «builty, «organizedy,
«achieved», «completed».

9. To avoid spelling mistakes and omissions ask someone else to
read your CV through carefully.

II. Here are some answers. What are the questions?

1. CV is a separate unit listing personal data, qualifications, and
references.

2. Because readers can consult easily and quickly.

3. CV is essential if you're applying for a new job or for promotion
within your own company, or even to register as a delegate at a
conference.

4. No, there aren’t. There are no fixed international rules about this.

5. Put your name in bold type so it stands out.
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II1. The following are typical expressions found in forms. Match Special courses: meteorology, navigation,
an expression on the left with a question on the right. engineering, drawing, service and
operation of aircraft

First name Are you married or single? L
Surname What do you do in your free Activities
time? Airways Club (vice-president)
Date of Birth What’s your phone number? Dramatic‘Society (parts in three major productions)
Place of Birth What’s your first name? Science Club (program chairman, 1 year)
Permanent Address What do you do? .
Marital Status Where were you born? Experigget ) _
Occupation When were you born? Secretary to director 'of persopngl, Ames Aircraft
Qualifications What’s your family name? Corporation,  Benzie, ~ Illinois (1 year)
Hobbies/Interests What  degrees,  diplomas, Student assistant to head of Sarah B}ack Residence
certificates, etc. do you have? Hall, Flanham College (2 years, part-time)
Tel. no. Where do you live? References

Dr. Ernest Beers, Head of Psychology Department,
Flanham College

Mr. Ted Houston, Manager, Hoadley Airport,
Danvers, lowa 51092

IV. Study the following forms of a resume and pick one to write
your own CV.

Resume
Personal Curriculum Vitae
Name: Kay Raddatz Name SARA ELIZABETH LACEY
Home address: 286 Oak Street, Moulton, Ohio 43786
Age 30 Nationality: ~ American Address 23 Hill Rise
Height: 6'5" Marital status: married Horsforth
Weight: 130 Ibs. Health: excellent Leeds LDS 2PF
Education Telephone 0532 69143
Moulton High School graduate, February, . 1990 .
6 months in Wahl Business College, Moulton, 1990 Date of Birth 6 August 1972
B.S., Flanham College (expected<in June,1994) .
Major in linguistics and psychology Minor in Education _
languages 1981-1990 Southborough High School
General courses: English, history, mathematics, GCSEs English  language,  English

literature, Textiles, History,

hysics, chemistry,
phy 4 Biology, French, Maths

psychology, sociology
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A levels Economics, Sociology, French

1991-1994 Nottingham University

Degree BA English and Sociology

Languages Fluent French

Computing skills WordPerfect, Word for
Windows

Interests Cinema, travel, working with

children and mentally
handicapped. Netball, climbing

References Available on request

5.5 COIUOKYJbTYPHBIE HOPMbI
MMPOU3BOACTBEHHOI'O OBIIIEHMUS.

5.5.1 Job interview

You are going to read an article containing some pieces of advice for
those who are going to have their first job interview.

Pre-reading task

1. Work in small groups. Write as many pieces of advice as you.can
to your friend who is about to attend his or her first job interview.
Compare this information with your group mates.

2. Check in your dictionary that you understand the following words:

to build up a relationship; to feel at ease; in particular; to assess
fairly; topics of mutual interest; an attribute; to present a-positive image;
to encourage individuality; a suit with complementary; to slouch; a
memorized speech; to spring a "favorite"; to/do (prepare) in advance;
strong points; extracurricular activities; to put through uncomfortable
ordeal.
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Reading.

I. Read the first part of text attentively and answer the
questions that follow it.

Job Interview

Part I

Interviews may be carried out in a one-to-one situation; or a group of
interviewers may-interview a single candidate; or a single interviewer
may interview a group of candidates. Each type of interview has its
advantages and disadvantages.

The one-to-one interview is the most common. It has the advantages
of being the most natural situation. It is easier to build up a relationship
with the candidate; he will feel at ease and will answer questions more
fully and more naturally. In this way the interviewer is likely to find out
a good deal about the candidate. In particular he will be in a good
position to find out whether or not he would want the candidate to work
with him or under him. These advantages carry with them certain
disadvantages. The interviewer may be so strongly affected by his own
positive or negative feelings that he is unable to assess the candidate
fairly. The interview may be so relaxed that the interviewer ‘forgets’ to
explore certain areas; it may turn into a conversation about topics of
mutual interest. The candidate himself or the interviewer’s organization
are likely to feel that the procedure is somewhat unfair; a prospective
employee ought not to be accepted or rejected on the basis of an
interview with just one person. And, of course, unless the interviewer is
highly skilled, the candidate and the organization are right — because the
best people are not necessarily going to be selected.

1. What is the most usual type of interview?

2. What is its general advantage?

3. What can the interviewer find out particularly well?

4. What happens when the interviewer gets too relaxed?

5. Why might some people think this type of interview is unfair?
6. How are interviews carried out in your country?

7. Do you think you could be a fair interviewer yourself?
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II. Read the second part of text attentively. Do the pieces of
advice given in the text coincide with yours?

Part IT

How you dress and act during an interview can be as important in
creating an impression as what you have to say. Every employee
becomes an individual representative of the organization. That's why
employers prefer to hire men and women whose appearance and overall
behavior present a positive image.

Dress in good taste. While many employers encourage individuality,
let basic good taste determine how you dress for an interview. For men,
this might mean a suit with complementary - rather than contrasting -
accessories. Women should select fashions appropriate to the occasion,
wear accessories in quiet good taste, and use cosmetics sparingly. Head-
to-foot cleanliness and neatness will also help to create a good first
impression.

Don't worry about being nervous. That's normal, and the
interviewer will expect it. But you might wish to dry a damp brow or
clammy hand just before you meet your interviewer. Once inside the
room, try to relax - but don't slouch. Don't smoke unless invited to do so
- or, if it relaxes you, ask permission. Don't chew gum!

Know your interviewer's name. Greet your interviewer by name
when you meet, and when you take your leave after the interview. If'the
name looks difficult, ask an office staff member how to pronounceit.

Be yourself. Remember that the interviewer wants to get‘to know
something about you, not hear a memorized speech. Answer questions
as fully as you wish; don't just respond with a yes or no.

Emphasize your goals and strong points. This may alert an
interviewer to an attribute that didn't show up on your resume.

Be honest. Any effort to cover up or withhold the full truth probably will be
discovered. Furthermore, you may only be kidding yourself. If you aren’t
interested in an employer's line of work or don't like something else about the
organization, you might as well say so from the start. You probably wouldn’t be
happy working there even if you got the job.

Be ready for a few unexpected questions. Some interviewers have
a "favorite" or two they like to spring. Something like, "What can I do
for you?" or "Why are you interested in working for us?"
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Don't be afraid to ask questions. You might wish to prepare one or two in
advance. These shouldn't deal with basic facts about the employer, because you
should have checked them out beforchand. But a good question can indicate
interest in the organization: You might wish to ask a question that stresses one
of your strong points, like: "Would you like to hear about my extracurricular
activities?", or "... my summer jobs?"

Be prepared! There are ways you can prepare yourself for
interviewing. Your college placement office is experienced in
acquainting students with basic interviewing techniques and may have
audiovisual aids that will assist you. Discussing your experience with
friends canbe helpful, but watch out! They're not you.

As you prepare for the interview process, remember one thing. The
purpose of an interview is not to intimidate you or to put you through an
uncomfortable ordeal. It's to find a man or woman who has something to
offer an organization, and to interest that person in working for that
employer.

The interview is the most efficient way — in a relatively short time -
for you and the representative of an employer to get to know each other.
Interviewers wouldn't be meeting with you if they weren't interested in
the possibility of hiring you.

Like everyone else, you have attributes that will make you a valuable
employee. Evaluate yourself honestly. Have confidence in your abilities
and you may be surprised to learn that an interview can be a valuable —
and enjoyable — experience.

Comprehension
I. Answer the questions.

1. Why is it important to know all about the company for which you
want to work before you go for an interview?

2. What is the purpose of the interview?

3. How should you dress to present a positive image?

4. What is "to act properly in an interview"?

5. Are the interviewers usually interested in the possibility of hiring
you?

6. Why is it important to emphasize your strong points and goals?

7. Is an interview a big day in your life?
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II. Make a list of things you should do before you come to the
interview and a list of things you shouldn't do during the interview.

III. Comment on the statements.

1. The more prepared for the interview you are the better, because
being ready will help you overcome any feeling of panic and anxiety
that may develop.

2. The purpose of the interview is to find the right person to the job
and to make him or her interested in working for the employer.

3. Job hunting is a serious business, though sometimes it is like
playing a game which you can't play without knowing its rules.

Speaking

I. Imagine that your friend is about to attend his or her first job
interview. Describe which of these pieces of advice are DOS and
which are DON’TS.

1. Find out as much information as you can about the job and the
company.
2. Arrive early for the interview.
. Make a list of reasons why you are suitable for the job.
. Have something to eat before you go to the interview.
. Have a drink before the interview.
. Take all your certificates and letters of recommendation with you.
. Admit your ignorance if you don’t know about the technical
aspects of the job.
8. Show your best side only.
9. Shake hands with the interviewer.
10. Tell the interviewer about your shortcomings.
11. Ask about the pay you’ll get if you are successful.

AN DN W
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II. Work in small groups. Here is some advice that.might be given
to an inexperienced interviewer. Which of the points do you agree
with entirely or partly? Give your reasons.

1. Make sure you are not interrupted or phoned during the interview.

2. Read the candidate’s CV__and application letter before the
interview begins.

3. Ask the candidate to explain why he or she keeps changing jobs.
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4. Make sure you have a clear picture of the scope of the job.

5. Ask each candidate the same questions:

6. Decide on a maximum of four key qualities required for the job.

7. Make sure the candidate has an uncomfortable low chair.

8. Ask the candidate about his political and religious beliefs.

9. Only trust a.candidate who looks you straight in the face.

10. Trust your first impressions.

11. Never let the candidate feel relaxed.

12. Avoid talking too much yourself.

13. “Avoid-open questions that can be answered Yes or No.

14." Find out the candidate’s opinions on a variety of topics.

15. Encourage the candidate to ask you about fringe benefits, the
pension scheme and promotion prospects.

16. Tell the candidate about the status of the job and its terms and
conditions.

17. Interview groups of candidates, rather than one by one.

18. Tell the candidate when he or she may expect to hear your
decision.

5.6 PEKOMEHJALIUU 11O HOATI'OTOBKE K YCPC

TEMA YCPC: COHUOKYJIbTYPHBIE HOPMbI
IMPOU3BOACTBEHHOI'O OBIIIEHMAI.

®OPMA KOHTPOJIS: JOKJIAJ

BHumaTenbHO M3ydMTE JIEKCMYECKMH Marepuan 3aHiaThs 5.5
COLMOKYJIbTYPHBIE HOPMBI [MPOU3BOACTBEHHOI'O
OBLIEHNAL.

IToaroroBbsTe NOKIAA HA OJIHY U3 TEM:

1. How to make your job interview winning
Advantages and disadvantages of different types of interview.
Your first interview.

How to handle difficult questions.
. How to shine at a job interview.

HpennonceHHme TEMBI HOCSIT PEKOMEH/IATEIbHBIA XapaKkTep U MOTYT
OBITb W3MEHEHBI WIIM JIOTIONHEHBI [0 YCMOTPEHHUIO CTYAEHTOB H/WIIH
npenogaBaTes.

D
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INEPEUEHb KOMIIBIOTEPHBIX CPEACTB OBYUEHN A,
PEKOMEHJAYEMBIX CTYJJEHTAM ITIPU ITOJAI'OTOBKE K YCPC

Bun HaumenoBanue

Hasznauenue
IPOrpPaMMHOI0 IIPOAYKTa
«English Platinumy. S
TOO «MynpTUMEHA y m
nporpamma
TexHomorum.
Komnerorepnsie | «IIpodeccop Xurrusc.
N o oOyuaromiast
MIPOTPaMMBbI Amnrnuiickuii 0e3 akieHTal». HOOrDAMMA
HIII «Istrasofty. porp
EBC  (English  Business 0BVUaIOwLAs
Contracts). I }(,)r a;IHMa
TOO «Menunaxaycy. porp
cair

CaMOKOHTPOJIS U

http://moodle.batu.edu.by
MIPOBEPKH YPOBHS

3HAaHUU
www.wikipedia.org
VR SHIIUKJIONE U
(aHrIUiiCKUH S3BIK)
www.britanica.org
SHIIUKJIONE 1S

www.englishclub.net
00y4JaroIIe TeCThI

WuTepHer-
CaMThbl http://www.dailyesl.com
www.globalenvision.org HHPOpMAITHOHHbBIE
CaWTHI 1A
www.Irs.ed.uiuc.edu/Impact/ | CAMOCTOATEILHON
pabdoTHL,
€caMo00Opa3oBaHHs

http://www.ezslang.com/

http://iteslj.org/questions/
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5.7 COHUOKYJIbTYPHBIE HOPMbI
MNPON3BOACTBEHHOI'O OBLIEHUS.

5.7.1 John’s interview

Pre-reading task
1. Study the following words from the text.

to schedule — cocTaBnsATE/BKIIIOYATH (B paclucaHWe); Ha3HAYATh,
HaMe4aTh, TJIAHUPOBATH

in regard to — OTHOCHTENHHO, B OTHOIICHUN

editorial board — pepakiroHHast KOJIECTHSI

affair(s) — meno; nena, 3aHATUSA

proofreading — YuTKa KOPPEKTYPHI

assignment — Ha3Ha4YEHHE; pacIpe/ieNIeHNe; 3aJaHue

to notify — u3Bemiarp, yBeI1OMIATh

IL. Translate the following sentences into Russian paying
attention to the words in bold type. Consult a dictionary if
necessary.

1. A meeting had been scheduled for that day.

. He wrote to notify me that the cheque had arrived.

. My upbringing was fairly strict in regard to obedience and truthfulness.
. I’d like to introduce you to the other members of our editorial board.

. Have you done your home assignment yet?

. The wedding was a quiet affair.

. I’m busy with proofreading at the moment.

NN W

Reading.
Now read the dialogues attentively and do the tasks that follow them.

An appointment for a job interview

John: Hello.

Mrs. White: Hello. Could I speak with John Brown, please?

John: This is John Brown.

Mrs. White: Good afternoon, Mr. Brown. This is Mrs. White calling
from the New York News-Tribune. We would like to schedule an
interview with you in regard to the position for which you have applied.
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John: Certainly, Mrs. White. When would it be convenient for you?

Mrs. White: Could you come to New York next Tuesday, February
26 and meet with us at 2.30 in the afternoon?

John: Yes, that will be fine. What’s the address?

Mrs. White: The New York News-Tribune Building is on the
northwest corner of the 42™ Street and 13™ Avenue. My office is on the
35™ floor. We will look forward to seeing you then.

John: I’ll be there. Thank you very much for calling. I’ll see you
next Tuesday.

Mrs. White: You are welcome. Good bye.

John: Good-bye.

The Job Interview

John: Good afternoon. I’'m John Brown. I have an appointment for
an interview at 2.30.

Secretary: Yes, Mr. Brown. They are waiting for you. Would you
come this way, please?

Secretary: Mrs. White, this is Mr. Brown.

Mrs. White: It’s a pleasure to meet you, Mr. Brown. Please, take a
seat.

John: Thank you. I’'m sorry I’m late; my flight was delayed.

Mrs. White: That’s all right. We were afraid you might have gotten
lost. I’d like to introduce you to the other members of our editorial
board. This is Matthew Danko, our news editor, and Ann Wen, of the
international staff.

John: I’'m very pleased to meet you.

Mr. Danko: I see you’ve had some newspaper experience in college,
John. Could you tell us a little bit about that?

John: Yes, sir. I’ve worked on the school paper for three years. Right now,
I’'m the managing editor, and I write an article or two for each issue. I've also
taken several journalism courses at the University of Kansas.

Mrs. White: When do you expect to graduate?

John: I hope to finish in June. Actually I would have finished last
year, but I took a semester off and<travelled around Europe and the
Middle East. I wanted to see for myself what things were like.

Mr. Danko: That wasn't a/bad idea. Did the trip influence your
desire to become a reporter?
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John: It certainly did! I've always been interested in world affairs,
and now I realize how important it is to have clear and accurate news
reports from foreign countries.

Ms Wen: That's true.-Have you published anything about your
international experiences?

John: I'm writing a series of articles on the Middle East situation
now. We will have published ten articles by the end of the semester.

Mr. Dankon: Do you have any of those articles with you?

John: No, I don't..I should have brought them, but didn't think of it.
If you want meto; I'll send them to you.

Ms Wen: Yes, we would like to see them. Do you have questions for
us, John?

John: Well, could you tell me what kind of work would be involved
in this job?

Ms Wen: For the first year or so, it would be learning how the News-
Tribune operates - proofreading, reporting, writing. Later on there could
be a foreign assignment.

John: What about benefits?

Mrs. White: Two weeks' vacation, full medical coverage, and an
excellent pension plan. Our personnel department will tell you more.

John: That sounds perfect. When will I know your decision?

Mrs. White: We have about twenty more people to interview for the
position this week. We should be able to notify you by the middle of March.

John: I’ll be waiting to hear from you.

Mrs. White: Thank you for coming, John.

John: Thank you.

Comprehension

I. Answer the questions.

1. Why did Mrs. White phone John?

2. Did she schedule an interview on February, 27 at 3.00 in the
afternoon?

3. Why was John late for the interview?

4. How many people interviewed him? Was it a one-to-one
interview?

5. Did John have any paper experience in college?

6. Has he graduated from the university yet?
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7. What is he doing now?

8. What kind of work would be involved in the job he has applied?
9. What benefits will he have?

10. Will they notify John by the middle of March or May?

II. Say if the following sentences are true or false.

1. John has an appointment for an interview at 3.30.

2. John is late because he has gotten lost.

3. He has also taken several engineering courses at the University of
Kansas.

4. He finished college last year.

5. The trip around Europe and the Middle East influenced his desire
to become a reporter.

6. He has never been interested in world affairs.

7. They will have published ten articles on the Middle East situation
by the end of the semester.

8. John has brought some of his articles with him.

9. If John gets this job he will have a year of learning how the News-
Tribune operates. Later on there could be a foreign assignment.

10. Two months' vacation, full medical coverage, and an excellent
pension plan are benefits of John’s future job.

III. Say what you have learned about:

a) John’s education;

b) John’s newspaper experience in college;

¢) how the trip around Europe and the Middle East influenced
his desire to become a reporter;

d) the job he applied for.

5.7.2 Mr. Johnson's interview

Pre-reading task
Evelyn Jones, personnel manager of a large company, is
interviewing Mr. Johnson.
Reading.
Read the dialogue and name Mr. Johnson’s reasons for changing
his position.
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Ms. Jones: Come in, Mr. Johnson. Won't you sit down? I'm Evelyn
Jones, personnel manager.

Mr. Johnson: How do you do, Ms. Jones? I'm very glad to meet you.

Ms. Jones:  We've'been hearing some very fine things about you,
Mr. Johnson. You've been doing seme fine work in Wisconsin. I've read
your records, and-you certainly have had excellent experience. If you
don't mind, I'd like to know a little more about why you want to change
your position.

Mr. Johnson: Well, there are several reasons. The main one is that there is
no chance for advancement where I am. The company I'm working for is quite
small, as you know. In the last couple of years the work has become rather dull.
I feel that your larger company can offer me a challenge in research. I've read
about a lot of exciting new plans you are making.

Ms. Jones:  It's true that we're expanding, and we need some new
people with new ideas. What are your other reasons?

Mr. Johnson: Your location here, for one. I've wanted to move to
California for a number of years. I'm getting tired of cold weather in the winter.

Ms. Jones:  It's true. California does have a pleasant climate. Lots
of people are coming here to enjoy it.

Mr. Johnson: Also there's the matter of money. This position will
give me a raise in salary. My children will be getting old enough to go to
college soon, and a college education is very expensive these days.

Ms. Jones:  Let's see, you have two children, don't you? A boy
and a girl?

Mr. Johnson: That's right.

Ms. Jones:  Very good. Well, if you just follow me, Mr. Johnson,
I'll introduce you to the president of the company. And I hope you'll be
joining us soon.

Comprehension

Choose the appropriate continuation of the following sentences.

1. I've read your records a) the work has become rather
dull.
2. Your larger company can b) California for a number of
offer me years.
3. This position will give me c) very expensive these days.
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4. We need some

5. I've read about a lot of
6. A college education is
7. I've wanted to move to
8. In the last couple of years

d) exciting new plans you are
making

e) new people with new ideas.

f) a raise in salary.

g) a challenge in research.

h) and you certainly have had
excellent experience.

5.7.3 Interview with Mr. Watson

Pre-reading task

Study the following words from the text.
Inclined - ckIOHHBIH

Pursue — 30. monmyunts

Budget — mpenycmaTtpuBath B Or0mKeTe

Fund — BknagpIBaTh Kanuran B ICHHBIC OyMaru
Gear — HanpaBIATh, MPUCIIOCAOTHUBATHCS
Esteem — yBaxaTh, MOYHTATH

Reading.

Read the dialogue attentively and do the tasks that follow it.

Interviewer:

Mr. Watson:

Interviewer:
Mr. Watson:

Interviewer:
Mr. Watson:

Interviewer:

What is your position now? Where do you work?

Right now I am an electrical engineer for the Power
Company in the city of Colorado Springs.

Is it considered to be a rather prestigious profession?
No, I wouldn't say it's a prestigious profession.

But it's certainly... Is it well-paid...?
Certainly, a well-paid profession. It's not a profession that
kids early on think they want to do when they grow up.
That's right. You think your parents also influenced your
decision to go to engineering school?
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Mr. Watson:

Interviewer:

Mr. Watson:

Interviewer:
Mr. Watson:

Interviewer:

Mr. Watson:

Interviewer:

Mr. Watson:

Interviewer:

No, not at all! In fact, my father wasn’t very inclined
when it came to engineering; physics. He was a Spanish
teacher. So he didn't have the same concepts that I did
and my-mother was also a teacher in a grade school
early in her career. No, I would say neither of them had
too much influence on my decision.

So when you finished college were you awarded the
degree of B.A.?

No, my degree was a B.S., Bachelor of Science, in
electrical engineering.

All right. And do you have any other, advanced, degree?
Yes, after I started working for Arizona Public Service,
another Power Company in Arizona had a program that
they would pay for your continuing education. So I
decided to pursue a Master's Degree in Business
Administration.

How does this degree help you now?

Well, in my current position, it gives me a better feeling
for how the business is operated and how things should
be budgeted. And how money needs to be spent and
project's funded.

Let me ask you the very last question. As far as the
choice of professions and the level of prestige and
perhaps the level of payment... what would you put...
how would you categorize the available -choice,
selection of all professions?

Oh, I would say it's almost infinite. In fact, many schools will
let you custom design your program to fit the emphasis that
you want. So if you want to specialize in a specific field of
electrical engineering you can pick all of the elective courses
to gear you towards that and still take the basics towards an
electrical engineering degree. And the same applies to many
other fields. So if there's a field out there there's a college
program, some place in the United States that will teach that.
And so the profession... (number 1)... would be
considered number 1.., in your view, ... it's that
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profession number 1... It's not a good way to put this
question but perhaps... what is the highly esteemed, if
you will, approved profession in the United States?
Perhaps highly paid?

Mr. Watson: [ would say probably in technical fields, something
along the lines of nuclear engineering, chemical
engineering perhaps. In the medical area - biomedical
engineering or to become a doctor, a medical doctor is a
very prestigious field. Ah... teaching is not a prestigious
field until you... until you reach a point where... you
have your Ph.D. or your Doctorate of Education.

Interviewer: Thank you very much. It was fantastic and very
informative.

Mr. Watson: You're welcome.

Comprehension

Answer the questions.
. Is what Joe Watson is doing now a very prestigious job?
. What degrees does Mr. Watson have?
. Did the parents influence Mr. Watson’s career choice? Why?
4. What are in Mr. Watson’s opinion, the most highly esteemed
professions in his country now?

W N —

I1. Say what you have learned from the dialogue about:

a) Mr. Watson’s job and place of work;
b) Mr. Watson’s education;
c¢) the most highly esteemed professions in his country now.

Class Communication
Role-play the following situations.

1. A university graduate is having his/her first job interview. He/ She
has very good credentials (pexomenmannn).and hopes that 4/5 years of
education were not in vain. The .interviewer is asking all sorts of
questions. Here is a list of possible questions:
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a) Tell me about yourself.

b) What are your weaknesses?

¢) What do you think of your former boss or company?
d) What do you expect for salary?

e) Why do you want to work for us?

f) What makesyou different from the other applicants?
g) Are you creative? Give examples.

h) Are you a natural leader? Give examples.

i) Areyou a good planner? Give examples.

2. XYou are a student applying for a part-time job. Practice the
telephone interview with the employer.

3. Two graduates have just got their first jobs: one — with a big
international company, the other is going to work at a state-owned plant.
They - compare their working conditions, salaries, holidays,
responsibilities, etc.

5.8 MIPO®ECCUOHAJIBHASI 9TUKA.

5.8.1 Ethics

Pre-reading task

1. You are going to read an article ‘Ethics’. What do you know about
ethics?

Did you have ethics at school? Was it a compulsory subject?

What topics did you discuss?

Is it necessary to study ethics at school? Why?

2. Study the following words:

virtue (n) oOpoaeTeNh; TOCTOMHCTBO
vice (n) MTOPOK, 3J10; HETOCTATOK
justice (n) CITPaBEIJINBOCTH

to abide (v) TIPUIEPKUBATHCS, BBITIOHSITH
to abide by smth. TBEPIO AEPKAThCS Yer0-I00
fulcrum (n) CPENCTBO JOCTHKCHUS TICITH
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dichotomies (n) JIUXOTOMUS

Reading
Read and translate the article in written form. Use a dictionary if
necessary.
ETHICS

Ethics, also known as moral philosophy, is a branch of philosophy
that addresses questions about morality—that is, concepts such as good
and evil, right and wrong, virtue and vice, justice, etc.

Major branches of ethics include:

e Meta-cthics, about the theoretical meaning and reference of moral
propositions and how their truth-values (if any) may be determined;

e Normative ethics, about the practical means of determining a
moral course of action;

e Applied ethics, about how moral outcomes can be achieved in
specific situations;

e Moral psychology, about how moral capacity or moral agency
develops and what its nature is;

o Descriptive ethics, about what moral values people actually abide by.

Within each of these branches there are many different schools of
thought and still further sub-fields of study.

Applied ethics is a discipline of philosophy that attempts to-apply
ethical theory to real-life situations. The discipline has many specialized
fields, such as Engineering Ethics, bioethics and business ethics.

Applied ethics is used in some aspects of determining public policy. The
sort of questions addressed by applied ethics include: "Is getting an abortion
immoral?" "Is euthanasia immoral?" "Is affirmative action right or wrong?"
"What are human rights, and how do we determine them?" "Do animals have
rights as well?" and "Do individuals have the right of self determination?"

A more specific question could be: "If someone else can make better
out of his/her life than I can, is it then moral to sacrifice myself for them
if needed?" Without these questions there is no.clear fulcrum on which
to balance law, politics, and the practice of arbitration — in fact, no
common assumptions of all participants—so the ability to formulate the
questions are prior to rights balancing. But not all questions studied in
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applied ethics concern public policy. For example, making ethical
judgments regarding questions such as "Is lying always wrong?" and, "If
not, when is it permissible?" is prior to any etiquette.

People in-general are more comfortable with dichotomies (two
choices). However, in ethics the issues are most often multifaceted and
the best proposed actions address many different areas concurrently. In
ethical decisions the answer is almost never a "yes or no", "right or
wrong" statement. Many buttons are pushed so that the overall condition
is improved and not to the benefit of any particular faction.

Comprehension

1. What is ethics?

2. What are major branches of ethics?

3. What discipline attempts to apply ethical theory to real-life
situations?

4. Does an applied ethic have many specialized fields? What are they?

5. What sort of questions does an applied ethics include?

6. Are people in-general more comfortable with dichotomies?

7. What is the answer in ethical decisions?

Writing

Write the annotation of the text “Ethics”. Make use of the following
phrases:

The text deals with.../ The text is about...

... are considered in the text.

The difference between ... is emphasized.

In addition the author considers ...

In conclusion, the author emphasizes that ...

Finally, ... are considered.

5.9 TIPO®ECCHUOHAJIBHAS DTUKA.
5.9.1 Engineering ethics

Pre-reading task
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1. You are going to read an article about engineering ethics and
codes of engineering ethics. What do you know about engineering
ethics?

2. Read the definitions of the following words from the text.

ethics (n) — moral beliefs and rules about right and wrong.

ethical (adj) — influenced by a system of moral beliefs and rules
about right and wrong.

etiquette(n) — a set of customs and rules for polite behaviour

code (n) — a set of rules about how people should behave.

canon (n) — a basic rule or principal

Is there any difference between ethics and etiquette/ code and canon?

Reading

Read and translate the article in written form. Use a dictionary if
necessary.

Engineering ethics

Engineering ethics is the field of applied ethics which examines and sets
standards for engineers' obligations to the public, their clients, employers and
the profession. Engineering does not have a single uniform system, or standard,
of ethical conduct across the entire profession. Ethical approaches vary
somewhat by discipline and jurisdiction, but are most influenced by whether the
engineers are independently providing professional services to clients or.the
public if employed in government service; or if they are employees<of an
enterprise creating products for sale.

In the United States the first are usually licensed Professional engineers, are
governed by statute, and have generally consistent codes of professional ethics.
The latter, working as engineers in industry, are governed by various laws
including whistleblowing, and product liability laws, and often rely on
principles of business ethics rather than engineering ethics.

The purpose of engineering ethics is to identify specific ethical issues
that may arise in order to avoid a potential problem. Past ethical or
technical issues can help engineers to learn from both previous failures
and successes.

Current codes of ethics
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Many American engineering professional societies have prepared
codes of ethics. Some go back to the early decades of the twentieth
century. These have been incorporated to a greater or lesser degree into
the regulatory laws of several states.

The engineering profession's emphasis on ethics dates back to the end
of the 19th century. In' 1946, the National Society of Professional
Engineers released its Canons of Ethics for Engineers and Rules of
Professional Conduct, which evolved to the current Code of Ethics,
adopted in" 1964. While these statements of general principles served as
a guide, many engineers requested interpretations of how the Code
would apply to specific circumstances. These requests ultimately led to
the creation of the Board of Ethical Review in 1954. Ethics cases rarely
have easy answers, but the BER's nearly 500 advisory opinions have
helped bring clarity to the ethical issues engineers face daily.

The Institution of Civil Engineers (ICE) in the UK has a code of
ethics incorporated into its standards of conduct. The Canadian societies
of Professional engineers likewise have as well. These codes of ethics
share many similarities.

Codes of engineering ethics identify a specific precedence with
respect to the engineer's consideration for the public, clients, employers,
and the profession.

Comprehension

I. Answer the questions.

1. What is engineering ethics?

2. Does engineering have a single uniform system of ethical
conduct?

3. Who are usually licensed Professional engineers in the USA?

4. What is the difference between Professional engineers and
engineers working in industry?

5. What is the purpose of engineering ethics?

6. Have many American engineering professional societies prepared
codes of ethics or coded massages?

7. When did codes of ethics appear in the USA?

8. Did these statements of general principles serve as a guide for
engineers?

9. What did many engineers request?
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10. Why was the Board of Ethical Review created?
11. Are codes of ethics in the USA, the UK and Canada different?
12. What do codes of engineering ethics identify?

I1. Write a summary of the article (not more than 100 words).

Class Communication

This is an example from the American Society of Civil Engineers
(ASCE). Work in pairs. Read these fundamental canons. Choose one of
them and comment on it.

"Fundamental Canons

1. Engineers shall hold paramount the safety, health and welfare of
the public and shall strive to comply with the principles of sustainable
development in the performance of their professional duties.

2. Engineers shall perform services only in areas of their
competence.

3. Engineers shall issue public statements only in an objective and
truthful manner.

4. Engineers shall act in professional matters for each employer or
client as faithful agents or trustees, and shall avoid conflicts of interest.

5. Engineers shall build their professional reputation on the merit of
their services and shall not compete unfairly with others.

6. Engineers shall act in such a manner as to uphold and enhance the
honor, integrity, and dignity of the engineering profession and shall act
with zero-tolerance for bribery, fraud, and corruption.

7. Engineers shall continue their professional “development
throughout their careers, and shall provide opportunities for the
professional development of those engineers under their supervision."

Writing
Write about
a) Ethical standards for electrical engineers.

b) Canons of Ethics for Engineers.in Belarus
c¢) The history of codes of ethics in Belarus
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