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AHTJIMACKHAMA SA3BIK AJIS1 JEJIOBOT'O OBIIIEHUSA
AHHOTAIUA

B cratbe TOBOPUTCA 00 HCIIOJIL30BAaHUH pI(SA1(0):10) N Q) AHTJIMICKOTO HAa
3aHATUAX 10 aHFHHﬁCKOMy SA3BIKY. DTa cTarhs — OOJIBIIOE IMOACIIOPHE I TCX,
KTO HIET paboTy, ocoOeHHO B MHOCTpaHHbIX ¢upmax. B Capartose 3a 20 ¢
JUIIHUM JIET TPAaKTUYECKH BCc€ (QUPMBI MU MPEIIpUATHS  OQOPMIIIIOT
AJOKYMCHTAIUIO u IIPOBOIAT CO6GCCIIOB3HI/IG-I/IHTepBBIO, COrJIaCHO
MEXKIYHApOIHBIM TpaBujaM. M 3TO HE MNpOCTO JaHb MOJE, a pPealbHOE
Tpe6OBaHI/Ie BpPCMCHHMH. HOBTOMy, HapAaay CO MHOXCCTBOM HHTCPCCHBLIX TEM IIO
CIICHHUAJIbBHOCTH, MBI YIACIIICM BHHMAHHUC pa60Te C KOMIIBIOTCPOM, a TaAKIKC
HEKOTOPBIM TEMaM JIeJIOBOTO aHTJIMUCKOTO, @ UMEHHO «Y CTPONCTBO Ha paboTy»

KiroueBbie ciioBa
AHKeTa, pe3toMe, COIPOBOAUTEIBHOE MUCHMO, OJAKACT, IPOUTH
co0eceI0BaHNE/UHTEPBbIO
Application card, resume, cover letter, podcast, to pass the interview
Korshunova Svetlana Viktorovna
ENGLISH FOR BUSINESS COMMUNICATION
Annotation

The article says about some facts of using Business English at the English
lessons. The article is of great help to everyone who is hunting for a job
especially in a foreign company. In Saratov nearly all businesses and firms have

been drawing up documents and holding the interview according to the
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international rules for more than 20 years. And this is not a tribute to the fashion
but it is a real demand of time. That is why besides many interesting topics of
corresponding specialty we pay attention to the work with a computer and some
topics of Business English, namely Job Hunting.

HpaKTI/IKa nHoCJaACAHUX JICT IIOKAa3bIBACT, MW BCC JOTO IIOHHUMAKOT, YTO
HEBO3MOXHO CTaThb BI)ICOKOKBaJ]I/I(i)I/IHI/IpOBaHHBIM CIICINAJIMCTOM, OTBCYHAOIIIUM
TpeOOBaHUSIM BpeMeHH, 0e3 3HAaHUS KOMIIBIOTEpAa W aAHTJIMHCKOTO S3bIKA.
ECTGCTBGHHO, K&)K,Zlblﬁ CTYACHT, MG‘{Ta}OHII/Iﬁ 0 KapbCpc, XOYUCT BJIAACTHL HC
IIpOCTO 3HAHHUCM aHTJIMHCKOTO A3bIKA, HO MW OIPCACIICHHBIMH HABbIKAMU
BJIAJICHUS SI3BIKOM OM3HECA.

Mpbl KUBEM B 6BICTpO MCHAKOIICMCA MHPC. HCCMOTpH Ha KPH3HC, Poccus
YUUTCSL BECTU OuszHec, co3naBas W pedopMUPYS KOMITAHUHU, CIIOCOOHBIC
KOHKYpUpPOBaTh Ha pBIHKE. YUWUThIBas TOT (aKT, YTO AHTJIMHUCKHUI S3bIK
ABILACTCA MCKAYHAPOIAHBIM SA3BIKOM 06H1€HI/UI 151 6H3Heca, IMpCIoAaBaTCIIIM
AHTJIMUCKOTO S3BbIKA HCO6X0):[I/IMO nepcaaBaTb 3HAHUC JCJIOBOTO AHTJIMHUCKOTO
CBOMM CTYACHTAaM. Ha OTACJICHUN 3KOHOMUCTOB — CBOH 00BEM TCMAaTUKH, a Ha
CTapIIMX Kypcax — OCBEIICHHE TaKOM TeMbI, Kak «YCTpOHCTBO Ha paboty». B
CapatoBe 3a 20 Cc JMIIHUM JET NPAKTUYECKU BCe (PUPMBI U MIPEANPHUATHUSA
o(OPMIISIFOT JOKYMEHTAIMIO M TPOBOJAT COOECE0BAaHUE-HHTEPBBIO, COTJIACHO
MCXKAYHAPOJHBIM ITPpaBUJIAM. S He rOBOPHO YK€, YTO MHOTO CJIOB M3 JCJIOBOTO
AHTJINHCKOTO CTaJIN IMPUBBIYHBIMHA OJIA HAC: MCHCIKCP, JIOTHUCTHUKA, MAPKCTHUHIT
T.1. [3]

N »T0 HE MpOCTO aHb MOJIe, a peaibHOEe TpeboBaHue BpemeHH. [loaTomy,
Hapaay € MHOXCCTBOM HMHTCPCCHBIX TCM IIO CIICOUAJIBHOCTH, Mbl YICIILICM
BHHUMAHUE pa60Te C KOMIIBIOTCPOM, a TaKXC€ HCKOTOPbIM TEMaM JACJIIOBOI'O
aHTJIMHACKOTO0, @ UMEHHO «Y CTPOMCTBO Ha paboTy». Mcnonb3yercs rpaMmmaTuKa,
YKC HU3BCCTHAA CTYACHTaAM, HO B KOHTCKCTC HGHOBOﬁ JISKCUKHM aHTJIUNCKOTO
qa3bIKa. A B JICJIOBOM JIEKCHUKE OKHUJIAET MHOKECTBO CrOprpu30B. OKa3bIBaeTcs,

4YTO AaBHO M3BCCTHBLIC MM CJIOBA MOTYT MUMCTh COBCPIICHHO JPYTroC 3HAYCHUC.
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Hanpumep, t0 run, okassiBaercsi, 03Ha4aeT HE TOJbKO OEraTh, HO U BECTU CBOE
TEJI0.

OcHOBHasl 3ajlaya — pa3BUTUE HABBIKOB HHTEPAKTUBHOTO OOIEHUS Ha
npuMepe oOIIeHUs JIF0JIeH U YMEHHUE M0JIb30BaThCs COBPEMEHHBIMU CPEICTBAMU
KOMMYHUKAaIMU. MBI cTapaeMcsi IpeICTaBUTh PEAIBHYIO )KH3Hb, U MOJIETUPYEM
peaslbHbIE CHUTyallud, KOTOpble BO3HUKAIOT B JKM3HU. V3 macCUBHBIX
co3epuareyied CTYAEHThl CTAHOBSTCS HACTOSIIMMHM Y4YaCTHHKaMH, HalpuMmep,
cobeceioBaHus MpU MpueMe Ha paboTy, U HAUMHAIOT [IOHUMAaTh HA KOHKPETHBIX
npUMepax, 4YTO OHM MOTYT NPUMEHUTh AHTIUICKUN S3BIK VIS TOTO, YTOOBI
3apaboTarh ceOe Ha )KU3Hb U MOJYYUTh YJIOBOJBCTBUE OT 00mIeHus. CocTaBiiss
JUAJIOTH, TJI€ OHMU BBICTYNAIOT B Pa3HBIX pPOJSIX, OHU IPHOOPETAIOT OIBIT
JIEJI0BOTO OOILEHUS.

OnpIT KOMMYHUKAaTUBHOIO OOIICHHS MPEIOIaraeT HE TOJIBKO H3yYEHHE
aHTJIMIICKOTO sI3bIKa B cpepe OM3Heca, HO U 00yUeHUE 3JIEMEHTAPHBIM IIPaBUIIaM
ATUKHA, YMEHHsS BECTH ce0s MpPaBWJIBHO B JIIOOBIX CHUTYalHUSX, YMOTPEOJATH
BexuuBble (ppaspl. Otcrona gopmupoBaHue KynbTypbl oOmeHus. Ha Bompoc,
«KakuM nomxeH ObITh CEKpeTapb: KPAaCHUBBIM, ONPSATHBIM, YMHBIM, JEJIOBBIM,
BECENBIM?» OYEHb TPYIHO AOOUTHCS MHOTO3HAYHOIO OTBeTa. YacTo CTYIEHTHI
HE 3a/JlyMBIBAlOTCSI O TOM, YTO YE€JOBEK JOJKEH OBITh M MPO(ecCHOHAIBHO, U
bu3nYecKku, U MOPAJTIbHO CTPEeMHTbCS K rapmMoHuu. Camas TJaBHas 3ajada
yOeIuTh, YTO XOPOILIUM U YECTHBIM OBITh BCE K€ BBITOJIHEE, UYEM TLIIOXHM.

Crnenyromas 3aaya — HAy4YuTh paboTaTh B KOMaHAe, T.K. paboToaTeNN 3TO
npuBETCTBYIOT. CTYyIEHThI CTaBAT ce0s HAa MECTO APYroro yejgoBeKa. OTH
JUCKyCCHUsSI TIOMOTaeT HE TOJbKO YUHUThCA O€IJIO BBICKA3bIBaTh CBOIO TOYKY
3pEHHUs Ha aHTJIMACKOM f3BIKE, HO U ONPEACIUTh KPUTEPUU CBOETO MOBEIACHHUS,
YTO UM HEOOXOJIMMO KaK B MOBCEIHEBHOM KMU3HU, TaK U B Oyaymem. CpeacTBa
KOMMYHHUKAIlMKM — Tele(OH U HMHTEPHET TMO3BOJSIOT NPUOOPECTH HAaBBIKH

JICJIOBOTO MHUChbMA, TPEHUPYIOT HABBIKM auajorudeckor peun. Kakne xe
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TUTTUYHBIE OITMOKHM COBEPIAIOT eIIle Ha MEPBOM dTale — COCTABICHUU PE3IOME U
CONPOBOAMUTENILHOIO MUChMA?

1. Ouenp YacTo KaHIUAATHI Ha PabOTy MHIIYT O CBOEM >KEJIAaHWUH Pa3BHUTh
CBOM CITOCOOHOCTH B HOBOW JOJDKHOCTH. OHU 3a0BIBAIOT, YTO (DUPMBI CO3/TAIOT
pabouune MecTa He JUIsl YIOBICTBOPECHUS IOTPEOHOCTEH, aMOUITNN UITH PA3BUTHS
criocobHoCTe KaHauaaroB. llems paboromarenst — CHM3UTh OOBEM 3aTpar H
MOBBICUTH YPPEKTUBHOCTD.

2. O4eHp YacTO KaHAWJATHl MHINTYT TUIOBBIE MHChMa B OTBET Ha 00O
oOBsiBJICHHE 00 wuMeromelics BakaHcuu. COCTaBICHHE COMPOBOAUTEIHLHOTO
MMCbMa — 3TO AaKT CaMOMpe3eHTAIlMu. BBl TODKHBI BBIACIUTH ceOS U3
CTaHJApTHOTO psifa, YTOOBI NMPUBIICYh BHUMAHHUE YEJIOBEKA, YNTAIOIIETO0 COTHU
3asIBJICHUM.

3. [Ipu HammMcaHUM COMTPOBOIUTEIHLHOTO MTMChMA YAaCTO YKA3bIBAIOT IPUUHUHY
nomnpoOoBaTh ceOsi B HOBOM KayecTBE. Y MECTHee OyJieT HanmucaTh, 4to pupMma, B
KoTopoii Bel pabotanu panee, BBIHYKJeHa ObllIa CBEPHYTH CBOIO JIEATEIHHOCTb.

4. Unorma  KaHAMIATBI ~ KPUTUKYIOT  CBO€  OBIBIIEE  HAYaJIbCTBO.
Hemnpocturenshas ommuodka. JIto6oit paboToaarens MPUBETCTBYET JOSUIBHOCTD K
ceoe.

5. Tloutn B KaXJIOM MUChME MOXXHO HAWTH BBICKA3bIBaHUS — JCKJIapalliu.
YMecTHee Bcero mokasarh Ha IpUMEpE Ty WA HHYIO CBOIO XapaKTEPUCTHKY.

6. B HEeKoTOpBIX MUChbMaX €CTh MPOMYCKU B OMUCAHWU OMBITA PabOThL. DTO
BBI3BIBACT MOJO3PEHUE Yy KaIpoBOM ciykObl. JIro6oe 0OBsICHEHHE TPOITyCcKa
Jy4Ilie yMOJTYaHUS.

Crnenyer Takke NMOMHHUTh O TOM, KaK oOpaliathCcsl K aapecaTy IMUCbMa.
Ecnu aTo my>xumnna, To Dear Sir. eciu ato nama, To Dear Madam.
HMest omtbIT pabOTHI BO BHEITHETOPTOBOM (PUPME, MOTY CKa3aTh CTYIACHTaM,

YTO MPABUIILHO COCTABIICHHOE PE3IOMe — 3aJI0T ycIexa Mpy mpueMe Ha padoTy.
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Jle;moBOM TEKCT — OYE€Hb Ba)KHAs 4acTh AHIVIMMCKOTO s3blka. Ha ocHoBe
COCTAaBJICHHsI AHKETBbI, PE3IOME M CONPOBOJMTEIBHOIO IHMCbMA CTYJIECHTHI
3HAKOMSITCS C JAEJIOBBIM TEKCTOM.

Eme wmbl wu3ydaem, Kak MpaBWIbHO ce0si BECTHU Ha coOEceOBaHHM.
CrangaptHas  mpoueaypa oTOopa  KaHIWAATOB 1S MPOXOXKACHHS
co0eceoBaHUsI COCTOUT B COCTABJICHHM PEUTHMHTa HA JTane M3y4eHHUsS HX
nmucbMeHHBIX oOpamennii u CV. Kak moaroroBuThCs K TaHHOK nporeaype?

1. Ilocrapaiitech HallTH MHOPMAIIMIO B UHTEPHETE O JIEATEILHOCTH 3TOTO
npeanpus TS/ GUPMBI.

2. Buemmuii Bun. Kak mpaBuio, B OCHOBHOM TMPUHSAT KOHCEPBATHUBHBIM
CTWJIb, 3TO KacaeTcs OAEK[bl, IPUYECKH, YKPAIICHUM, Makuska. AKKypaTHas
pUYecKa, JEeJIOBOM KOCTIOM, YHCTble OOTMHKM — KaHAMAAT C TaKoM
BHEIIIHOCTBIO BBI3BIBACT J0OBepHe. BecnomuHar u3 cBoer npakTtuku 90-e roaebl.
Ha 3aHsaTHSA KO MHE MHOTAa NPUXOAWI CTYAEHT B CIIOPTUBHBIX TaHax. Korna s
€My TOBOpHJIA, YTO MYXXYMHA B TAKUX IITaHaX JIMOO 3aHUMAETCSI B CHOPTUBHOM
3ane, 1100 BBIHOCUT MYyCOp, OH MHE He Bepuil. OHaX Al OH IPUHEC MHE OyKeT
B 3HaK 0JarofapHoOCTH, T.K. OH TOBeJ ce0s Tak, KaKk Mbl pa30upaiu CTUIb
NOBEACHUS MpHU cOOECEeIOBAaHWM HA 3aHATUU AHTJIMICKOTO fA3bIKA, U MOJIYYHII
IIPECTHKHYIO TOJKHOCTD.

3. B mepBble MUHYTBI HMHTEPBBIO Pa0OTOAATENH CTAparOTCs BBISICHUTH
IPaBAMBOCTh KAXJOTO (akTa, U3JI0KEHHOro B pe3toMe. CienyeT MOMHUTD, 4TO
KaJpoBas CiIy’)k0a UMeeT BOIPOCHUK, pa3padOTaHHBIA C y4acTHEM ICHXOJIOTOB.
Kanaunata HaMEPEHHO CTABAT B JKECTKYIO CUTYALHIO: 32 KOPOTKOE BPEMS HAJ0
BBIICHUTB, IIPABAUB JIM OH. Pa3BUTO JIM 4yBCTBO OTBETCTBEHHOCTH, YMEET JIM
ClIylmiaTb M BO3pakaTh B Ciyyae HEOOXOJMMOCTH, yMeEeT JM paboTaTh B
KOMaHJe, Kak pearupyer B CIOXHOW cuTyauun W T.0. He croutr TepsTh
HaZeXKy, ecnu Bam He ynanoch Haiitu pabGoty. Heynaunas mombiTka He

o0s13aTeNIbHO CBsi3aHa ¢ Bammmuy HegocTaTKaMu WM JI€JI0BOM KBaTU(UKALIUCH.
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Pa6OTOI[aTCJ'II/I — TOXC JIIOJH, OHH MOI'YT omnoaThCI U BI)I6paTI> HE CaMOro
JIydIIero Kkanaujaara.

B 3aKJIIOUYCHHUC, IIPUBCOAY 06p8,3HI>I PE3rOME, COIIPOBOIUTCIBHOI'O IIMCbMA, a
TAKKC CTAHAAPTHBIC BOIIPOCHI U ITpaBHJIa IIPH CO6CCCI[OB&HI/II/I.

Resume
NAME Leo Vladimirovich Malikov
ADDRESS 20, ul. Kolotilova, kv.10, Engels, Saratov oblast’. RF
PHONE +7.
OBJECTIVE a position in system administration
SUMMARY worked as a programmer apprentice
QUALIFICATIONS atechnician, a programmer
EXPERIENCE n/a
EDUCATION secondary school Ne 30, CRE named after P.N.Yablochkov
PERSONAL.: date of birth - February 2, 1995, marital status — single,
interested in computers
REFERENCES available upon request
Cover Letter
December 5. 2014

Dear Sir,
I'm a 4" year student of College of Radio Electronics named after
P.N.Yablochkov.
I realize you are the main engineer of the given enterprise. I’ve seen your
announcement on a site that you have a vacancy of a system administrator. My
professional experience has given me an in-depth knowledge of a computer.
I've had a practice on a similar enterprise and I know well how to apply a
computer. | wish to place this experience at the disposal of your company. |
strongly believe that it could be beneficial to your work. I also had courses on

different programming languages. | would be happy to present you copies of
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certificates and any documents you need. If my background and qualifications
are of interest to you please call me. My phone number is +7 ....
Sincerely yours,
Malikov L.
Questions You Could Expect During the Interview
 Tell me about yourself.
« What do you expect to be doing ten years from today?
« How many close friends do you have?
« Did you like college?
» Which subjects did you like least? Why?
 Are you willing to work overtime?
*  What problems do you think you’ll have in this job?
« What were your grades in English — can you write clearly?
 Tell me about your childhood.
« What has been your greatest success?
« What has been your greatest failure?
« What kind of people do you dislike?
« Do you like to be praised? Why?
« What do you do at weekends?
» Are you afraid of criticism? Why?
« How long have you been looking for work?
« What kind of salary do you expect?
« What'’s your favourite colour?
« What was the last book you read?
*  What’s your favourite TV programme?
« What sports do you do?
« At what age would you like to retire?
» Give me 2 reasons why | should NOT hire you?

» Give me 2 reasons why | SHOULD hire you?
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 Are you always so nervous?
« What makes you angry?
« Have you got any questions for me?
« What your strong/weak points in relation to the job?
SIMPLE RULES FOR PASSING THE INTERVIEW
1. DON'T BE LATE!
2. DRESS ACCORDINGLY.
3. BE POLITE.
4. BE PREPARED.
5. DONTLIE. [1]
YuureiBasi TOT (baKT, 4TO MbI UMCCM ACJIO C BHU3YyallaMHU, IIPCIIOAABATCIIN
Bce 0OO0JIbIIIE BHUMAHUSI YACIAOT pa60Te C SJICKTPOHHBIMU HOCUTCIIAAMMU.
[IpruMmeHeHne KOMIIBIOTEpAa B IPOLECCE OBIAACHUS SI3BIKOM CO3/1A€T
YCI0OBUA JIA HHOA3BIYHOI'O 06H16HH51, oOecIieunBaeT I]II/IpOKI/Iﬁ AOCTYII K
I/IHCI)OpMaI_[I/II/I " IIOMOIracT B CaMOCTOATCIbHOM H3YYCHUHU MHOCTPAHHOI'O A3bIKA.
B sTOoM HaMm moMoraroT OeCUHCIIEHHBIE [NOAKACTHI. Pa3MeHleHI>I IIOAKACThI Ha
CIICHHHUAJIbHBIX ITOAKACT-TCPMHHAIAX HJIK ILIOIIaJKaX. HOI[KaCT-TepMI/IHaJI —
3TO BEOCAWT, MOANEPHKUBAIOIIUA XOCTUHT 3BYKOBBIX (DalJIOB MU B KaKOM-TO
CTCIICHU aBTOMaTI/ISI/Ipy}OHII/Iﬁ IIOMCHUICHHUC 3arnucen u IMOAITUCKY Ha
oOHoByieHHe. Hanbosiee u3BecTHbIC 3apyOeKHbBIE MOIKACT-TUIOMIAKH:
— iTunes (http://www.apple.com/podcasting)
— ODEOQ (http://www.odeo.com/)
— Podcast Alley (http://www.podcastalley.com/index.php)
— Podcast News (http://www.podcastingnews.com/) [2]
Eme s mo0m0 paboTaTh ¢ MaTepuajaMHi aHTJIIMHCKOro KypHaia Business
Insider, koTopblil mpucyTCTBYET Ha Moei ctpannuke B DeiicOyke. Tam MOXKHO

HaMTHU MHOT'O HHTCPECHOI'O U IMOJIC3HOIO.
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M camoe rimaBHOe — KeM Obl HU CTaJld HaIIIM CTYACHTBI, YEM OBl OHM HE
3aHUMAJIMCh, I''IABHOC — OHH II0JY4Yar0T YBCPCHHOCTH B ce6e, B TOM, 4TO OHH

MpaBUJILHO ce0s BEIYT U aJIEKBATHO pEearupyroT Ha JIO0YI0 CUTYaIIHIO.

CHnuCOK UCMOIB3YyEeMbIX HCTOYHUKOB

1. N.borauku#i, H.JlykbsiHOBa. bu3Hec-Kypc aHTIMHUCKOTO s3bIKa, AMpuc-
[Ipecc Ponbd, M, 2015

2. O.M.Cranumesckas, HUY BIID MUDM, kadeapa aHrTUHCKOTO si3bIKa
I DKOHOMHMYECKMX M MAaTeMaTHYECKUX JUCLMIUIMH, JKypHal AHIJIMICKHIA
a3bIK, 1 cenTsa0ps, 2017

3. C.B.KopmiynoBa. Ilpumenenune uHGMOPMAITMOHHO-KOMMYHHUKATHUBHBIX
TEXHOJOTMA HA 3aHATUSAX 1O HMHOCTPAaHHOMY  SI3bIKY.  MaTepuaibl
Bceepoccuiickoli Hay4dHO-TIpakTU4YecKo KoH(epeHuu «KoMIeTeHTHOCTHBIM
MOJXOJ: WHHOBAIMOHHAs TMpaKTHUKa OOpa30BaTENIbHBIX OpraHU3aluii B

peanmzanuu OI'OCy», UL Hayka, 2016

®OPYM MOJIOABIX YUEHBIX Nell(51) forum-nauka.ru



