JIETTAPTAMEHT OCBITU
BIHHUILILKOI MICBKOI PAIN
KY «MICBKUM METOJIUYHUN KABIHET)
KOMYHAJIBHUU 3AKJIA]]
«HABUYAJIbHO-BUXOBHNI KOMJIEKC:3AT AJIbHOOCBITHS
[IKOJIA I-II CTYTIEHIB-JILIENNe7»

30ipHUK IPAKTUYHUX BIIPaB
1J1st GOPMYBAHHSI MOBJICHHEBHX
KOMIIETEHIid YYHIB IPpH
BUBYECHHI TeMMU:

« BramryBaHHs Ha po0oTy»

Jannmrok Onbra AnatosniiBHa
BUUTEb aHTJIIHCHKOT MOBH

« cneniamict II kareropii»
ten .(097)211-57-89

Kynnaenko Ipuna AnaromniiBHa

BYUTEID aHTIIHCHKOI Ta HIMEILKOT MOBHU
«CIIeIiamicT»

ten .(067)585-82-01

Kyanaenko FOmis BitaniiBaa
BYHUTEIb aHTIIHCHEKOT MOBH
«CIIeLiaIicT

ten. (096)459-06-60

M. Bigaums
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Agtopu : Jannaok Qubra AHATOJIIBHA, BUUTENb aHTTIIHCHKOI MOBH KOMYHAJIBHOTO
3akiany «HaB4anbHO-BUXOBHUM KOMILIEKC:3araabHOOCBITHS 1Koia [-11 ctyneniB Ne7
BiHHUIIEKOT MiCHKOT pajn

Kynnaenko Ipuna AnarosiiBHa, BUNTEIb aHIJIIHCHEKOT Ta HIMEIIBKOT MOBH
KOMYHaJIbHOTO 3akyiany «HaBuaabHO-BUXOBHUN KOMILUIEKC:3araJIbHOOCBITHS 1ikoja I-11
ctyneHiB Ne7 BiHHUITbKOT MiCBKOT pajiny

Kynnaenko FOuais BitasniiBHa, BunTeNb aHTIHCHKOT MOBU KOMYHAJIBHOTO

3aknany «HaBuanbHO-BUXOBHUI KOMILIEKC:3arajabHOOCBITHS 1mikona [-1I cryneniB No7

BinHUIIBKOT MICBKOT pagn»

PenenzenTu:
[Ipoxomuyk A.I'., 3aCTYIHUK AUPEKTOPA 3 HAYKOBO — METOJAMYHOT POOOTH
KOMYHAJIBHOTO 3akiaay «HaBuanibHO BUXOBHUN KOMIUIEKC: 3araJIbHOOCBITHS 11koja [-11

cTyneHiB — Jitei No7 BiHHUIIBKOT MICHKOT pajiny»

PexoMeH10BaHO METOJUYHOIO P00
3aknany « HapuanpbHO-BUXOBHUN KOMIUIEKC:3arajJbHOOCBITHS IIIKOJIA
[-1T cryneniB —ineit Ne7 BiHHUIIBKOT MICBKOI pajin»

(mpotokoi Ne 3 Big 19.12.16)

[TociOHMK MICTUTH MOBJICHHEBI 3pa3Kd, 3pa3Ku JOKYMEHTIB JJid BJIAIITYBaHHS Ha
pobOoTy B iHO3eMHY (ipMy, Aiajory, TEKCTH, BapiaHTH MOBHUX cuTyarlii. Cuctema BIpaB
3abe3neuye MBHUAKE i e(pEeKTUBHE 3aCBOEHHS YUYHSIMH HEOOX1IHUX 3HAHb 1 BUPOOJICHHS B
HUX CTIMKUX HAaBUYOK JIJIOBOTO CIIIKYBaHHS.

OcHoBHa MeTa MOCIOHKMKA — 3aCBOEHHS HOPM MOBEIIHKU IIPU BJIALITYBaHHI Ha poOOTY
Ta CHeIiali30BaHOl JIGKCUKH, a TaK0)X PO3BUTOK YMIHHS BHUKOPHCTOBYBAaTH HEOOXIJHI

JTOKYMEHTH.
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BCTYII

VY cydacHOMY KOHKYPEHTHOMY CBITi MWTaHHS TOINIYKY Ta BJIAIITYBaHHS Ha poOOTY
3AJIMIIAETHCS aKTyallbHUM. SIK MiAroTyBaTUCh A0 crmiBOecimu? SIK MpaBUIBHO CKJIACTH
pesrome 1 orpuMaTi poboTy? SIK HamucaTH AUIOBOTO JIKCTA 10 pOOOTOAABI?

Y nmaHoOMy HaBUYaJbHO-METOJMYHOMY MOCIOHHKY MOJaHa TEPMIHOJOTIS Ta BUpPa3H,
CUTyaTUBHO OOyMOBJIEHI (pa3u 1 peKoOMeH allii, HeOOX1H1 JIJIsl MIArOTOBKH JOKYMEHTIB
JUTS TIpaIleBIAIITYBaHHS y 3aKOpIOHHY (ipMy YU MIKHAPOJHY OpTaHi3allifo, CKIaTaHHs
JIJIOBUX JIMCTIB 1 IMOB1JIOMJICHB, IO BIJIMIOBIIAIOTh CyYaCHUM peaiisiM O13HeC-KOMYHIKaIllii,
xapaktepHuMm s BenukoOputanii 1 CILIA. B mociOHUKY MICTUTBCA SIK TECOPETHUHUHN
MaTepiall, TaKk 1 IpaKTH4YHI 3aBIaHHs, COPSIMOBaHI Ha BUKOPUCTAHHS BUBUYEHOI JIEKCHKHU.
Cucrema BmpaB 3a0e3neuye MBUAKE Ta €()EKTUBHE 3aCBOEHHS HEOOXIIHMX 3HaHb 1
BUPOOJICHHA B YUYHIB CTIMKMX HABHUYOK y CHUIKYBaHHI.

MeTta naHOrO HABYAIBHO-METOAUYHOIO IMOCIOHMKA — O3HAMOMUTH CTYACHTIB 3
0COOJIMBOCTSIMHU TIMCEMHOI Ta YCHOI O13HEC-KOMYHIKaIlii, BUKJIACTU 1 3aKPIMUTH OCHOBHY
TEPMIHOJIOT110, HEOOX1IHY JJ1s1 O(POPMIIEHHSI OCHOBHOI J1JI0OBO1 IOKYMEHTAIlli, JOIOMOTTH
iM B pO3BUTKY HABMYOK CHUIKYBaHHS B peEaJbHUX CHUTYyallisX O13HeCc-KOMYyHIKaIlii,
PO3IIMPUTH iX CIIOBHUKOBHH 3arac 3 TeMu «BiamTyBaHHS Ha poOOTY».

JlaHuii MOCIOHMK CTBOPEHO J/JISi YYHIB CTapIIMX KJIACiB IIKLJA, TiMHA31#, JIIEIB,
0COOJIMBO JJI YUHIB, sIKI MPIIOTh BJIAIITYBAaTUCA Ha POOOTY B iHO3eMHY (pipMy. BiH Moxe
BUKOPUCTOBYBAaTUCA 1 JJIsi poOOTM B Kiaci IMiJ KEpPIBHULUTBOM YYUTeNs, 1 s
CaMOCTIMHOTO BHMBYCHHS aHTJIIMCHKOI MOBH, a TaKOX PEKOMCHJIOBAHHH SK JOJATKOBHM
Marepian Il BAKOPUCTAHHS YYHSIMM MPU BUBYEHHI po3auly «BiamTyBaHHS Ha poOOTY»
a60 «lTomryk poGoTu».

[TociOHMK ckmamaeTbes 3 MBOX po3auiiB. KOoXKHHI po3AUT MICTUTh TEOPETUUYHHMA,
JEKCUYHUKA Matepiaji 1 MPaKTUYHI 3aBJaHHS, 110 HEOOXIJHI JUIsl MOJAJIbIIOr0 PO3BUTKY
OTAaHOBAHUX MOBHUX HaBUYOK.
3aBgaHHs TOCIOHHMKA € (JOpPMYBaHHS B Y4YHIB 3arajbHUX Ta MPOQeCiiiHO-OpIEHTOBAHUX
KOMYHIKQaTHBHUX MOBJICHHEBUX KOMIIETCHIIH Ta CIOHYKATH YYHIB JO yJIOCKOHAJICHHS

HAaBHUYOK YCHOTO Ta MUCEMHOT0 MOBJICHHS B npodeciiiHii chepi.



PART I
THE APPLICATION
1. Last August, Spenlow and Jorkens Limited, importers and suppliers of photographic and
optical equipment, decided that they needed another secretary to work in the import
department of the company. So they advertised in the advertisement columns of a

newspaper The News. This is the advertisement that they put in:

Qualified secretary/shorthand-typist required
by importers photographic equipment,

Tilport. Good pay and prospects for suitable

applicant. Five-day week. Write Box X.
1234.

Elizabeth Groves, a young shorthand-typist, read this advertisement and decided to apply
for the post advertised. So she wrote a letter of application. This is the letter that she

wrote:

5, Micawber Road,
Liverpool.
25th August, 198-
Box X 1234.

Dear Sirs,

I. am writing to apply for the post of secretary /shorthand typist

which was advertised in today's "News".




| took my O-levels in English, history, geography and French at
Barchester Girls' High School, and then studied secretarial and

commercial subjects at Barsetshire Technical College.

Since leaving (= since | left) the Technical College, | have been
working in an insurance office in Liverpool.
For the past two years | have been secretary to the Assistant

Manager, Claims Department.

For personal reasons, however, | should like to find employment in

the Tilport area.

| enclose a copy of the certificate that | obtained from the Barsetshire
Technical College. | can also refer you to the following persons for

information as to my character and ability:

Miss Priscilla Trollope, M.A.
Headmistress,
Barchester Girls' High School,

Barchester.

U. Heep, Esq., M.Sc. (Econ.),
Principal,
Barsetshire Technical College,

Barchester.

The Rev. 0. Slope,

Allington Vicarage,




Barsetshire.

You may also apply to my present employers if you wish.

Their name and address are:
Cassandra Fire and Life Insurance Company, Ltd.,
Jeremiah Street,

Liverpool 4.

Yours faithfully,

2. The Secretary of Spenlow and Jorkens Ltd. read this letter, and wrote the following

reply:

SPENLOW & JORKENS LTD
10-14 Pegotty Street, Tilport, Loamshire, TP1 OED
30th August, 198-
Miss E. Groves,
5 Micawbcr Road,

Liverpool.

Your ref.
Our ref. B2/F/5210/PR/JS

Dear Miss Groves,




Thank you for your letter of application for the post of
secretary/shorthand-typist dated 25th August, 198-. We should be
glad if you would come for an interview on 15th September at 3 p.m.
When you arrive, please ask for the Personnel Manager, Mr. S.

Murdstone.

Yours sincerely,

P. Random

Secretary

Spenlow & Jorkens Ltd

Comprehension questions
a. How does Elizabeth begin her letter to Spenlow and Jorkens? Does she address them by
name? How does she end her letter?

b. How do Spenlow and Jorkens begin their letter, and how do they end it?

Language practice
1. Study these words.
apply
Applicant
application
advertise

advertisement

Now copy and complete:
a. Elizabeth decided to for the post.



b. She wrote a letter of :
c. She was one of the s for the post.
d. The firm d in a newspaper.

e. Elizabeth read their .

2. Study these examples of present and past tenses in verbs.

| decide (present) | decided (past) | have decided (perfect participle)
| take (present) | took (past) | have taken (perfect participle)

Notice that in the following examples the perfect participle is different from the past

tense:
write wrote written
am, Is was been
are were been
ring rang rung
do did done
speak spoke spoken

Now answer the following questions:

a. What did Spenlow and Jorkens decide last August? (They ............ that they ............. )
b. Where did they advertise? (They ............. )

c. What did they put in the newspaper? (They ........... inan.......... )

d. What did Elizabeth read? (She ............. )

e. What did she write? (She ............. )

f. Did she take her 0-Levcls in several subjects? (Yes, she did. She .............. her 0-Levels
N, )

g. Did she study secretarial and commercial subjects at Barchesier High School? (No, she
didn't. She. ........... at .o )



h. Did she work in a bank after leaving the technical college? (No, she ............. . She
................. Insurance company.)
I. Did she obtain a certificate from the technical college? (Yes, she ............. )

j. Did she refer Spenlow and Jorkens to anybody (= any person or persons)? (Yes, she

3. Note that one of the uses of the Present Perfect
(have + Perfect Participle), e.g. He has worked.
and the Present Perfect Continuous

(have + been + -ing form), e.g. He has been working.

Is to refer to an action begun at some time in the past and continuing up to the present.

Choose the correct word or words:

These customers do/are doing/have done business with us for/since twenty years.
We buy/are buying/have bought all our paint from Bourne Brothers for/ever since we
started business.

Our sales increase/are increasing/have been increasing for/ever since last January

4. Study the text, and then copy and complete the following:
a. They decided _ they needed another secretary.

b. She decided  apply __ the post.

c. She studied English __ school.

d. I have been working here 1 left school in 1972.

e. | have been the Assistant Manager's secretary _ two Yyears.
f. 1 canreferyou  the following persons.

g. They can give information _ my character.

h. Youcanapply  them ___ information.

I. Please come __ aninterview 10 May 3 o'clock.
J. Ask ___ the Personnel Manager.

5. Note the meaning of may and should be glad if in the following examples:

10



You may apply to my present employers.

= | give you permission to apply.

We should be glad if you would come.

= Please come.

Note also: When you arrive (Present Simple referring to Future.)

6. Imagine you are a suitable applicant for the following posts, and write simple letters
of application:

a. Accountant / textile firm in Bradford / you took a degree in economics at London
University / studied accountancy / you arc an Incorporated Accountant / ten years'
experience in commercial firms in the North of England /references.

b. Production Manager / oil company / degree in engineering / Birmingham University /
experience : Middle East, Alaska, Nigeria / you speak a little Arabic / professional

and personal references.

11



AN INTERVIEW
Spenlow and Jorkens Limited have asked Elizabeth Groves to come for an interview, and

now their Personnel Manager, Mr. Murdstone, is interviewing her.

MR. MURDSTONE: You are applying for a post here. | have read your letter, but now I
want to ask you a few personal questions. First, how old are you?

ELIZABETH: Twenty-four, sir.

MR. MURDSTONE: I see. So you left school about seven years ago. What were your best
subjects at school?

ELIZABETH: English and history. And | liked French, too. And art. | didn't like
mathematics or science much. Chemistry was my worst subject.

MR. MURDSTONE: Mathematics is sometimes very useful in office work.

ELIZABETH: Oh, well, I can do, simple arithmetic, and | have studied bookkeeping.

MR. MURDSTONE: What have you been doing for the last seven years? | believe you
have had some secretarial and commercial training.

ELIZABETH: Yes, | have. When I left school | went to Barsetshire Technical College and
took a course in shorthand-typing, bookkeeping, office practice, and some other subjects.
MR. MURDSTONE: How long was this course?

ELIZABETH: One year.

MR. MURDSTONE: And what did you do when you left the technical college?
ELIZABETH: | went to work in an insurance company in Liverpool.

MR. MURDSTONE: Did you stay there long?

ELIZABETH: I've been there for six years. I'm still working there.

MR. MURDSTONE: You have been in the same office ever since you left the technical
college?

ELIZABETH: Yes, | have. [8]

Comprehension questions.

a. What post is Elizabeth applying for?
b. When did she go to the technical college?
c. How long did the course take? (It took ............ )
12



d. Where did she go when she left the Technical College?

Language practice

1. The Present Perfect is made up of has/have plus the Past Participle.
Here are some examples:

I have read your letter of application.

I have done some bookkeeping.

You have had some secretarial training.

We can say:
Mr. Murdstone has read Elizabeth's letter of application, so he knows something about
her. She has had some secretarial and commercial training, so she is (at least partially)

trained.

Now answer these questions:

a. Why does Mr. Murdstone know something about Elizabeth?
Because he has .............

b. Is Elizabeth a trained secretary?

Yes, she ............ training.

c. Does she know anything about bookkeeping?

Yes, she ............ some bookkeeping.

d. Why is Elizabeth in Spenlow and Jorkens' office?

Sheis ........... because ................. interview,

e. Can you write shorthand?

No, lcan't. I .......... studied it.

2. Now look at the Past Simple: left, was, were, liked, went, took, stayed, decided,
needed, advertised, put, read, wrote, etc.
Here are some examples:
When did she leave school? She left seven years ago.
13



What subjects did she like best when she was at school?

She liked English, but she didn't like science.

When did she go to the Technical College? She went there after she left school.

What did she do when she went to the Technical College? She did a great deal of work.
She worked hard. She took a course in secretarial subjects.

Did she take commercial Spanish? No, she didn't.

Select the correct form of the verb in each of the following sentences:

a. Are you still at school? No, | left/have left.

b. When did you leave/have you left school? | left/have left last July.

c. What did you do/have you done when you read/have read the advertisement? |
wrote/have written a letter of application.

d. Why are you tired? Because | worked/have worked hard and wrote/written many letters.
e. Is the manager in his office? Yes, he is. He just came/has just come.

f. He came/has come about five minutes ago.

g. Elizabeth Groves is an applicant for a post in Spenlow and Jorkens' office. She
applied/has applied for a post, and Mr. Murdstone is interviewing her. He read/has read
her letter of application, and now he wants to ask her some personal questions. Elizabeth
left/has left school seven years ago. Her best subjects at school were/have been English
and history. She liked/has liked French, too, but she did not like/has not liked mathematics.
However, she can do simple arithmetic, and studied/has studied bookkeepipg. When she
left/has left school, she went/has gone to the Barsetshire Technical College and took/has
taken a course in shorthand-typing and other subjects. A year later she went/has gone to
work in an insurance office in Liverpool. She is still working in this office. She is/was/ has

been there for about six years.

14



PERSONAL INFORMATION
MR. MURDSTONE: That is very interesting. Do you like your present work?
ELIZABETH: Yes, I do. | find it interesting.
MR. MURDSTONE: In that case, excuse me, but can you tell me why you want to leave
your present post and are applying for a post in this firm?
ELIZABETH: Well, you see, my father died about six months ago. My mother has just
bought a house at Tilbeach, near Tilport, and | want to live with her. She is all alone
because my sister has just got married - she married an electrical engineer - and they've
just gone to Nigeria.
MR. MURDSTONE: You have personal reasons for living and working in this area.
ELIZABETH: Yes, that's right. Besides, | think work in this kind of business must be very
interesting, too, and you say there are good opportunities for responsibility and promotion.
MR. MURDSTONE: Have you had any experience of our type of work?
MR. MURDSTONE: Do you know anything about optical or photographic equipment?
ELIZABETH: Well, I don't know very much about it, but my boyfriend is an optician, and
he has sometimes told me about his work. And he has always been interested in
photography. My father, when he was alive, was interested in photography, too. So | have
learnt something about it.
MR. MURDSTONE: We do a lot of business with Germany. Do you know any German?
ELIZABETH: I didn't learn German at school, but I have been to Germany and Austria a
few times on holiday, and | have learnt a little. So | can speak it a bit. But I'm afraid | don't
know any technical or commercial German.
MR. MURDSTONE: Perhaps you will learn some. Well, Miss Groves, there is one more
thing | want to ask you. How much did you earn in your previous employment?
ELIZABETH: Sixty pounds a week for a five-day week.
MR. MURDSTONE: I see. Well, | shall write to check your references, and then get in
touch (= communicate) with you again and tell you our decision some time this week.
ELIZABETH: Thank you. Good-bye, sir.
MIL MURDSTONE: Good-bye, Miss Groves.

Comprehension questions
15



1. Complete and answer these questions:

a. __ Elizabeth like _ present work?

b. When __ Elizabeth's father die?

c. Where is her sister now? Who(m) did she marry?

d. Is Elizabeth's boyfriend interested in photography?

2. Here is an incorrect statement based on the comprehension passage:

Elizabeth finds her present work uninteresting.

Here is the true statement:

Elizabeth doesn't find it uninteresting; she finds it interesting.

Now change the following statements to make them true:

a. Her sister has married an accountant.

b. Elizabeth knows about optical equipment because she studied it at the university.
c. She speaks German very well and knows a great deal of technical and commercial
German.

d. She earned forty-five pounds a week in her previous employment.

e. Mr. Murdstone has told her his decision.

3. Fill in the gaps in the following passage:

Elizabeth _ her present work, and is _____in it. But she is applying _____ this post in
Tilport because  father _ six months ago, her sisterhas _ electrical
engineer and just to Nigeria,and _ motherwho __ just __ ahouse near
Tilport, isall alone. She _ not ___ any experience of the business of selling optical
equipment, but __ boyfriendis ____ optician,and __ sometimes __ herabout
work. Unfortunately she n't German at school, but she __ to Germany and
Austria a few times on holiday, and in this way she __ alittle, and can speak it a bit. She
__always been ____inlanguages.

16



Language practice

1. Study these words and notice how they are pronounced. The stressed part is in bold

type.
PHOtograph, phoTOgrapher, phoTOgraphy, photoGRAPHiIc, photoGRAPHically.

2. The words interest and interesting are often used in English.
Study these examples:

My work interests me.

My work is very interesting.

| find my work interesting.

| have interesting work.

| am very interested in my work.

3. Notice how the word must is used in the following example.
... work in this kind of business must be very interesting . . .
(= I think/am sure that work in this kind of business is very interesting.) Here must is used

to indicate certainty or near-certainty (not obligation).

Now change the following sentences by using must in this way:
a. | am sure that there are good opportunities for promotion.
There must .............

b. I am sure you do a lot of business with Germany.
c. | am sure that the managing director earns a lot of money.

The managing director .............. earn ..............

d. I am sure this restaurant is expensive.

17



4. The Past Tense of must (= certainty) is formed by using must + have + Perfect
Participle. Here are some examples:
I am sure she has just left school.

She must have just left school.

I am sure her father died many years ago

Her father must have died many years ago.

Now change the form of the following sentences by using the construction must have:

a. | am sure you learnt some German when you were on holiday.

You must have .............

b. I am sure her experience has been useful.

5. Imagine you are Mr. Murdstone, and you are making a report of this interview. What
are the good points and the bad points in her application?

What training has she had? How much experience has she had, and what kind (= type) of
experience? What does she know, and what does she not know? What can she do? Is she

the right (= correct) person for this post?

6. Write an imaginary interview similar to this, or interview one of your fellow-students

for an imaginary job (= post)[8].

18



PART Il
THE APPLICATION

"Chemical Machinery" is a company based in northern France. It manufactures heavy
machinery for the chemical industry, every department in "Chemical Machinery" uses
computers, and as the organisation grows, the computer systems grow with it. The
company now decides that it needs a Divisional Software Engineering Manager. This
lesson is about finding the right person for this job.

Peter Field is a Staff Controller at "Chemical Machinery". Together with the Data
Manager of the company he composes notes of the job description. Notice how careful he
IS to say exactly what the employee will have to do.

Draft Job Description

Divisional Software Engineering Manager (DSEM). The DSEM is responsible to the

Data Manager for:

a)ensuring that all software used by the Company maintained in good operational condition
at all times;

b)maintaining the strictest security with regard to computer programmes;

c)liaising with manufacturers and consultants in keeping software up to date and in
overcoming problems or errors in programmes;
d)writing new programmes, applications, etc. as required.
In several days the following advertisement appeared in a number of daily newspapers and

special journals:

DIVISIONAL SOFTWARE ENGINEERING MANAGER CHEMICAL
MACHINERY is an expanding multinational company, active in chemical
engineering and marketing its products and services to the petro-chemical industry.
Our West European Division, located in France, is urgently seeking an ambitious
Software Engineer to build and take charge of an enthusiastic team.The successful
applicant is likely to be under 35 and to have an outstanding track record in the field
of software engineering (not necessarily relating to the chemical industry). He or she

currently holds a post of responsibility at middle management level and is fluent in
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French and English. Salary negotiable. Expense allowance, company car, fringe
benefits. Apply with C. V. and
names of two referees to: Dept F, Chemical
Machinery SA, Apdo 235, Lille, France, before 17
January 1992

Raymond Roussel is a French computer programmer working in Great Britain. He read
the "Chemical Machinery" advertisement. He decided to send an application letter to
Peter Field. He phoned Mr Field telling him that he wanted to be an applicant for the post
and that he would send an application letter and his curriculum vitae. Here is his
application letter:

Flat 9, 25 Newcastle
Road Conselt

Co Durham DU4 3ME
England

5 January 1992

Mr Field

Staff Controller
Chemical Machinery
Apdo 235,

Lille, France

Dear Mr Field
Application for the post of Divisional Software Engineering Manager
Further to our telephone conversation this morning, I can confirm that | wish to apply for

this post. | enclose a copy of my cv.

You will see that | have added the name of one of my referees, Mrs Helen Andrews. Y ou
may contact her at any time. If you require other referees, perhaps you will be so kind as

to let me know.
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I can come to Lille for interview at almost any time, provided I have at least three days'
notice.
Yours sincerely
Raymond Roussel

Raymond also sent his cv. There are many "right" ways to write a cv. Raymond has
made his short and simple. He knows that all business documents must be easy to read and
understand. That is why he has divided it into sections and tabulated it: the main headings
are on the left of the page, the sub-headings a little further to the right. We can see at once
where each section starts and ends.
This is the cv. that Raymond sent to Peter Field.[1:170]

CURRICULUM VITAE
(A) PFRSONAL INFORMATION 1985-87
name: Raymond Roussel

home address:

present address (C©) EMPLOYMENT
1987- 88

date and place of birth: 1988 - 89

nationality:

sex: 1989-90

marital status:

(B) EDUCATION 1990—
secondary education: current salary
1976-79

further education:
1979—80 (D) OTHER INFORMATION
1980—385 Languages
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(E) REFEREES

Mrs Helen Andrews

Manager, Industrial Clients Department,
Topdown Systems Ltd

Unit 37, Medomsley Road

Consett County Durham DU 11 SAE,
England

(name of other referees will be supplied

on request)

Rue Moreau-Nelaton, 48, Apt 15a
Paris, France

Flat 9, 25 Newcastle Road Consett
Co Durham DU4 3ME

England

14.5.61 in Paris, France

French

male

single

Senior High School in Paris

High School Graduation Certificate

military service
University of Lyon:

BSc in Computer Studies
University of Paris:

PhD in Systems Engineering

| took a year off and, with some friends,
sailed round the world in a 12-metre
sailing cruiser

Franco-Italian Bank, Milan:

Systems Analyst

Imprimery Ledoux, Paris: Control
Systems

Supervisor

Topdown Systems, UK: Client
Consultant

(promoted to Senior Software
Development Engineer, July 1991)
equivalent to $48,000 plus car and

bonuses

French (native)
English (fluent, spoken/written)
Italian (fairly fluent)

Several days later Helen receives a reference request from the Staff Controller of

Chemical Machinery. This is her reference letter:
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TOPDOWN SYSTEMS LTD Unit 37
Medomsley Road Consett County Durham DU 11 SAE England
Mr P.Field
Staff Controller
Chemical Machinery
Apdc 235
Lille, France
29 January 1992
CONFIDENTIAL
Dear Mr Field

Applicant for post of Divisional

Software Engineering Manager:

Dr Raymond Roussel

Thank you for your enquiry dated 24 Januar. Dr Roussel has worked for this company
since October 1990, first as a Client Consultant, and since
July 1992 as a Senior Software Development Engineer. Although appointed to the
Marketing Department, he has been attached to the Industrial Clients Department since the
date of his promotion.
He is one of four SSDEs in my Department, who report direct to me. | have found him a

willing and agreeable colleague and a very competent member of my team. He is

dependable and hard working. On three occasions, as Project Leader of important client

projects, he has shown effective leadership qualities. He has a natural aptitude for
understanding and solving problems. He is a good communicator, and although he
sometimes appears to lack confidence in English, this has not been a serious obstacle in
his work. Having studied the particulars of the post for which he has applied, | can
confidently recommend him.

Yours sincerely

(Mrs) Helen Andrews

Manager, Industrial Clients Department
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"Chemical Machinery" had several applicants for the post of Divisional Software
Engineering Manager. All of them were interviewed (see below in the lesson). After the
selection interview Raymond

Roussel was accepted for this post while others were rejected. The

following letter was sent to Dr Roussel:

CHEMICAL MACHINERY
21st February 1992
Dear Dr Roussel
On behalf of Chemical Machinery, | am pleased to offer you the post of Divisional j
Software Engineering Manager, subject to the conditions specified in the enclosed i

contract.

The starting salary will be US $4750 per month, payable in local currency. There will be a
probationary period of six months, at which time the position and the salary will be
reviewed. Thereafter the salary will be reviewed annually. Reasonable reloca-; tion

expenses will be met. You will be entitled to a company car. Further particulars of salary

scales, fringe benefits and conditions of employment are enclosed.

If you wish to accept the post, please let me have your acceptance in writing within seven
days.

I look forward to welcoming you to Chemical Machinery in the near future

Yours sincerely
P. Field
Staff Controller

Having received this letter Dr Roussel sent his letter of acceptance to Mr Field,

Personnel Department Controller, Chemical Machinery. Here is this letter:
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Dear Mr Field

Post of Divisional Software Engineering Manager

I am writing to confirm what I told you in the telephone conversation today. I am pleased

to accept your company's offer of this post on terms outlined in your letter of 21 February
1992. | look forwardto joining Chemical Machinery and to contributing to the company's

work.

Yours sincerely

Raymond Roussel

Then Dr Roussel notifies the company in which he worked before by the following

letter:

Miss J. F. Matthews
Personnel Department

Topdown Systems Ltd

Dear Miss Matthews
I am writing to tell you that | have decided to accept an offer of employment with another
company. | am therefore giving you my notice in accordance with the terms of my

contract.

Yours sincerely

Raymond Roussel
Industrial Clients Department

Chemical Machinery




ACTIVE VOCABULARY
Staff Controller — incnextop Bimainy kaapiB
Data Manager — HayaiabHUK BIILTY OOpOOKH JaHUX

job description — omwuc nocagoBux 000B'I3KIB

Divisional Software Engineering Manager (DSEM) — HayaibHHK BiJJIiJTy IPOTPAaMHOTO

3a0€e31eYeHHSA

to liaise with smb. — BcranoBmrOBaTH, MiATPUMYBATH 3B'S30K 3 KUM-HEOYIb

team — rpyrma, KOJICKTUB
to be under 35 — Oytu y Biti 10 35 pokiB
track record — mocyXHHI CIICOK

fringe benefits — no6iuHi Buroam, mpusinei

cv; c.v. (curriculum vitae)— aHkeTa, CKJIaJicHa TUM, XTO ITOCTYIAIOTh Ha pOOOTY

referee — oco0a, 1110 Ja€ PEKOMEHIAIIIO

BSc (Bachelor Science) — GakanaBp mpupoIHUX HAyK
computer studies — xomIT'toTepHa TeXHIKa

PhD (Philosophea Doctor) — nokrop ¢inocodii

to take a year off — y3sTH BiAyCTKY Ha OAMH pIK

sailing cruiser — mapycHa sixta

SUPErvisor — KepiBHHK, HAYaJIbHHUK BIIILTY

to be promoted t0... — oTpuMaTH MiABUIIICHHS HA TTOCAY ...
salary — 3apo0iTHa miaTHs

bonuses — mpemianbhi

reference request — 3anut gaT KOMy-HEOYIb PEKOMEHIAIII IO
enquiry — 3amnur

Client Consultant — xoHCyJIBTaHT BiIiTy 11O OOCITYrOBYBAaHHIO KJTIEHTIB
to report to smb. — minkopsTrcsa KOMy-HEOY /b

dependable — nagiitamit

hard-working — npamento6Huii

to have a natural aptitude for smth. — MaTu npupoaHy CXHIBHICTD 0 YOT0-HEOY b

to lack — OpakyBaTH, He BUCTAa4aTH

particulars — moBHi aaHi; moapoOuII
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to interview smb. — mpoBoauTH criBOeciay 3 KUM-HEOYIb
selection interview — cniBGeciia mpu BigOOpi KAaHTUIATIB HA TTOCATY
to accept smb. — NpUMHATH KOr0o-HEOY b

to reject smb. — BigmMoBUTH KOMY-HEOY b

subject to conditions — 3 gOoTpUMaHHSIM YMOB, IIPH 3r0Ji HA YMOBH, SIKIIO OyZe 3roja Ha

YMOBH

probationary period — BUTIpOOYBabHUN TEPMIH

to be entitled to... — maru paBo Ha ...

In writing — mucbMoBO

to confirm — minTBepmKyBaTH

to notify smb. — noBigomisaTu Koro-HeOyab

in accordance with terms contract — BiaOBIIHO 10 YMOB KOHTPAKTy

interview — inTepB'1o, cmiBOeciga

reference — pexomenaaris

application letter — mucT i3 3as1Boto

to phone (to telephone) smb. — noa3BonuTH IO TenehoHy

application — 3asBa (mpu BIAITYBaHHI Ha pOOOTY)

further to our telephone conversation — micins Hairoi Tene)OHHOT PO3MOBH ...;
MPOTSTOM HAIIOi TeIe(POHHOI PO3MOBH ...

to apply for post (position) — momaBatu 3asBy Mpo NpuiiomM Ha poOOTY (Ha
BaKaHTHY nocafy) to enclose smth. — npuxnanatu {skuii-HeOy1b TOKYMEHT) /10 JIUCTA
notice — moBiTOMICHHS

heading — 3aroioBok

sub-heading — mig3aroa0Bok

marital status — cimeiine monoOKeHHS

single — Heoapy)XeHMIA; HE3aMIKHSI

married — oapy)KeHu#; 3aMiKHS

confidence — yneBHEHICTh
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COMPREHENSION QUESTIONS
1. What is a general scheme of applying for a job?
2. Why do "Chemical Machinery" need the post of a Divisional Software Engineering
Manager?
3. Who composed the draft job description?
4. What are the general functions of the DSEM according to the description?
5. Where are advertisements of companies and firms published?
6. What are the requirements for the applicant set by "Chemical Machinery" in accordance
with the advertisement?
7. Who applies for the post of DSEM and what is he?
8. What documents has an applicant to present to apply for a proposed post?
9. In what way is a curriculum vitae written?
10.What is a track record of an applicant?
11.What general headings and sub-heading does a c.v. have? What is their layout?
12.What is a referee? What are his functions?
13.What is a reference? Who writes it and when?
14.Who usually sends a request to a referee to give his (her) reference for an applicant?
15.Who interviews applicants for a post of the company?
16.How are applicants selected?
17.1f the company select one applicant, how do they notify him about it?
18.What are the actions of the applicant, selected for the post, after he receives a
notification of the company?
19.What does the applicant write to the company in which he worked before?
20.How long did it take Dr Roussel to change the place of work according to the example

given above?
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VOCABULARY PRACTICE
Exercise 1. Use the clues to help you (to) complete the sentences. The words are all in
text above:
Clues:
1. As the company grows, the computer systems ...
2. The Staff Controller together with the Data Manager of the
job description.
3. Chemical Machinery isan company.
4. Our West European Division is urgently ... an ambitious Software Engineer.
5. The successful applicant is ... to be under 35.
6. He or she currently holds a post at middle management level and is ... in French and
English.
7. Raymond Roussel decided to send to Mr Field.
8. Further to our-.....this morning, | can confirm that | wish to apply for this... .
9. I can come to Lille for the interview any time, provided | have at least three das' ... .
10. Several days later Helen receives a from the Staff Controller of Chemical
Machinery.
11. He is one of four SSDEs in my Department, who to me.
12.He is ... and hard-working.
13. He has a natural ... for understanding and solving problems.
14. He sometimes appears to lack ... in English.
15. Having studied the ... of the post for which he has applied, | can confidently ... him.
16. The starting ... will be US $4750 per month.
17. There will be a .. of six months.
18. Reasonable ... expenses will be met.
19.Further ... of salary scales, fringe benefits and conditions are ... .
20. If you wish to accept the ... please let me have your ... in writing within seven days.
[2:180]

Exercise 2. Read and translate the text. Pay attention to some structures and phrases used
at an interview.
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At an Interview
Interviewer: Are there any questions you want to ask us?
Applicant: Yes, I'd like to know more about the people I'll be working with.
I: Well, this is a new post. We're not quite sure which department it will be in —
Marketing or Technical.
A: The thig is, | see my career developing more towards marketing.
I: Marketing's rather a big jump. After all, as an engineer, you won't be directly involved
in selling.
A: You never know! Anyway, I'm certainly going to be involved in product
development.
I: Well, maybe you have a point there. It depends on how you look at it.
A: OK, let's say I'm going to be on the marketing side. Perhaps you can tell me who I'll be

working with.

Exercise 3. Complete the following ideas with your own words.
1. As "Chemical Machinery" is expanding ...

2. The organisation uses computers and as it grows ...

3. Notice how carefully the Staff Controller ...

. The DSEM is responsible for...

. Chemical Machinery is seeking ...

. The successful applicant is likely to ...

. He or she currently holds ...

. Further to our telephone conversation ...

© 00 N O U1 h»

. He knows that business documents must be easy to read and understand. That is why ...
10.1 took a year off and ...

11.Dr Roussel has worked for this company since October 1990 ...

12.He is one of four SSDE in my Department who report direct to me. I have found ...
13.After the selection interview Raymond was ...

14.The starting salary will be ...

15.Further particulars of salary ...

16.1 am writing to confirm ...
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17.1 am pleased to accept ...

18.1 look forward to joining ...

Exercise 4. You are interviewing a candidate who does not appear to have the right
qualifacations for the job. Read these examples:
| speak fluent Russian and Japanese. Yes, but what we need is someone who can speak
Ukrainian.
And | have three years' experience. Yes, but what we need is someone with at least 5
years' experience.
Now you go on in the same way. The notes show what sort of person you need for the
job.
You need someone:
a)who can speak French;
b)with at least ten years' experience;
c)over thirty;
d)with research experience;
e)with an engineering degree;
f) who can work in a team;
g)who has worked overseas;
h) who is willing to travel extensively; i) who can build an

enthusiastic team; j) who can work as a computing programmer.
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GRAMMAR EXERCISES
Exercise 1. Supply the prepositions where necessary.
A letter from an applicant for the secretarial post advertised in a newspaper
(home address)
Blake and Son Personnel Services
PO Box 203 9 January 1998
London SW1, 6JN

Dear Sir

| am interested ... applying for the post of secretary ... your company, which was

advertised ... the Daily Telegraph, 4 January 1998.

I am ... present working ... Watson and Sons Ltd in Crawley, where | have been Personal
Secretary ... the Head ... the Legal Department ... the past 2 years. This position also
includes responsibility ... translating and occasional interpreting ... meetings ... overseas

clients.

I enclose my curriculum vitae and will be happy to give you any further information,

should you require it.

Yours faithfully,
JOAN BELL

Exercise 2. Supply the proper articles where necessary. Trans/ate the text.

...Data Servicing Department had ... staff of ten, out of ... total staff n ... London office
of 150. ... company had ... turnover, in 1998, in ... region of US $20m. | was responsible
for ... staff of seven and fori.. functioning of all data processing services within ...
company and all data communication. In 1998 I also planned and supervised ... installation

of ... equipment and software, and organised .., training courses for all employees.
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Del Conte is ... small, but successful, firm of ... financial and investment consultants.
We have ... clients in ... most European countries, North America and Japan. | am
responsible for maintaining ... firm's data processing system, which is in ... contact
throughout ... day and night with ... world's major stock exchanges and money markets. |

also maintain ... software which processes ... portfolio values, clients' accounts, etc.

Exercise 3. Use the adverbials "rather" or "quite" in the following sentences:
. What do you think of the new manager?
. Oh, I ... like him. He is ... good.

. Are you sure? Yes, I'm ... sure.

. Can | have a word with you? Well, I am ... busy at the moment.

. Isitall important? Yes, itis ... .

. Did she do it well? Yes, | thought she did .. well.

. Are you surprised that Raymond decided to sail around the world? Yes, I'm ... surprised
that he did so.

1
2
3
4. You have made a mistake. You're ... right. I've made a mistake.
5
6
7
8

9. Do you agree with him? No, | don't ... agree with him.

10. Are you ... sure that he is good for this post? Yes, I'm ... sure.

11. Do you think your travel was useful? Yes. actually I think it was ... useful for my
career because | tested a new navigation equipment.

In the examples given above before other words "quite” means "completely" or

“rather" also has two meanings. It can also mean "to a small degree".

Exercise 4. Transform the following questions into indirect speech in the Past Indefinite
Tense form according to the model:
"My name is Raymond Roussel".
He asked what my name was.
"What post do you hold in the company now?"

He asked what post | held in the company then.
"Can you show me your certificate?"
He asked me whether (if) | could show him my certificate.
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"Have you already written you track record?"

He asked if 1 had already written my track record.
. Have you been to France before?
. How long have you been working for Blake and Son company?
. When did you do your military service?

. Have you travelled much?

1

2

3

4

5. When were you at university?
6. Are you applying for the post of secretary?

7. Can you send me your curriculum vitae?

8. What is your merital status?

9. What year did you get your PhD?

10.What other companies have you worked for?
11.Did your studies at the university lead to a degree?
12.Can | give your name as a referee?

13.Could I have a quick word with you?

14.Who do you report to in your department?
15.Have you already sent a reference request to him?
16.What is your salary in the firm at present?
17.Have you got a natural aptitude to this job?

18.1s he a dependable and hard-working man?
19.What other companies have you worked for?
20.Did your studies at the university lead to a degree?
21.Can | give your name as a referee?

22.Could I have a quick word with you?

23.Who do you report to in your department?
24.Have you already sent a reference request to him?
25.What is your salary in the firm at present?
26.Have you got a natural aptitude to this job?

27.1s he a dependable and hard-working man?
28.How many people were selected as applicants for this job?

29.How many applicants were rejected?



30.What are fringe benefits at your post?

31.Have you already confirmed that you accept this post?

32.How long was your probationary period at the post of personal secretary?
33. What were the terms of the contract signed by two firms?

34. Did the boss ask you to notify him in writing?r this job?

34.How many applicants were rejected?

35.What are fringe benefits at your post?

36.Have you already confirmed that you accept this post?

37.How long was your probationary period at the post of personal secretary?
38. What were the terms of the contract signed by two firms?

39. Did the boss ask you to notify him in writing? [2:189]
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