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Unit 1

Job-Hunting




Part 1

I. Read and translate the texts. What is the main idea of each of them? Add your own

1deas:

Looking for a job is probably one of the most difficult things you will have to do
in your life. This is true whether it is your first job or not. Job hunting means putting
yourself on the line to be evaluated and judged by others. For most people this is an
uncomfortable experience. Throughout the procedure, therefore, it is important for you
to maintain a positive mental attitude. Remember that most job seekers get far more
rejections than acceptances — but then they only need one acceptance so look at the

bright side.

There are many ways to find job openings. Begin with your family and friends.
Tell them you are looking for work. They know your interests and abilities and have
social contacts. Search your newspaper’s «Help Wanted» section. These classified ads
announce jobs that employers have open.. Check with public and private employment
agencies. Keep in mind that public agencies are funded by the government and offer

free services while private agencies charge fees that can be substantial.

Many people change jobs during their lifetime. In fact, some people even change
careers one or more times. For example, someone who has been a teacher for fifteen
years might decide to quit that profession in order to begin a restaurant business. Or a
banker might decide to go to school to study law. One can meet elderly people who

have tried several careers in their lifetime.



I1. The first thing that is greatly paid attention to is your resume. What is a resume?

Tak Ha3bIBaeTCS MUCHMEHHAS CBOJKA Bammx JUYHBIX, 00pa3oBaTEeIbHBIX U TIPO-
deccroHabHBIX JaHHBIX. OHO Kak Obl MUCHBMEHHO MPEJICTABIISICT «TOBAPY, Mpe yIa-Ta-
eMblil OyaymemMy padboTtojarento. Pe3tome M0KHO OBITh JOCTATOYHO MOAPOOHBIM, HO
KpaTKUM (OOBIYHO HE MPEBBIIIACT OJHY CTPAHMILY) U UMETh «TOBApHBI» BHI. DPopma
€ro JIOCTaTOYHO MPOU3BOJIBHA.

A resume is a personal data sheet that gives a prospective employer an idea of the
special qualifications you can bring to a job. It is usually limited to one page in length.
A listing of your previous work experience is an important part of a resume. Any such
experience is helpful. Even unpaid experience is valuable for resume purposes as it
can show that you have good work habits. Even if a resume is not required it is usually
a good idea to have one. Preparing a resume is a good practice. It will help you to
arrange your thoughts and ideas. It will give you something as well to send as a

follow-up to an interview.

Hanpuwmep:
John H. Mill
38 Park Avenue, Ap. 50
New York, N.Y. 11298
Tel. (312) 493-8332
OBJECTIVE A position of a bookkeeper.
SUMMARY 12 years of experience in every routine work in this field.
Perfect knowledge of computers and statistics.
QUALIFICATIONS Make up all kinds of financial reports, balances and
production planning.
EXPERIENCE



1990-1995 FRISCO DOCKS, Inc.
San Francisco, California.
Deputy Chief of Planning, Commerce Dpt.
In charge of account books, statements, new ideas in

planning.

1980-1990 SAKHA Co., Ltd.
New York.
Accountant. Prepared accounts and balance sheets of

every kind.

EDUCATION LONDON SCHOOL OF ECONOMICS
London, Great Britain, Bachelor (Ec.)

PERSONAL Arrived in the United States January, 1980.
British subject. Married, one child.

REFERENCES Available upon request.

II1. Compose your own resume. Remember:

- Your business letter should be well-spaced
and organized. Whether long or short, your

letter should present an even, well-balanced

appearance. Bear in mind that wide margins

make your letter more readable and inviting —

never continue a business letter on the back
of the sheet.
- Make an effort to keep your sentences and paragraphs short. Use a new paragraph for

each new thought or idea and express that thought as simply and briefly as you can.

- Your letters should not contain misspelled words, typographic errors or an



incorrectly or poorly constructed sentences. Poor grammar, misspelled words, lack of

punctuation or the improper use of it may destroy the effectiveness of your letter.

IV. Compose your own list of Dos and Don’ts in writing a resume in order to avoid

mistakes taking into account the following:

Some resumes won’t give you a high-level job. Major companies receive about
300 resumes a week. They ignore 290 of them. There are several reasons for it. Many
job hunters stress details that don’t count. There may be long words or a lot of proper
names that are rather confusing for an employer especially if the employer is a
foreigner. Though a resume should reflect one’s professional experience it is not
enough to describe oneself just as an electronic engineer, for example. No doubt, it
means that you have advanced knowledge. But what is your objective? What kind of
position do you want? What abilities qualify you for a job as an electronic engineer?
You should tell about your strengths and experienced which will let you do that job.
Your strengths should be given more space. Other information could be left out.
Sometimes it 1s rather difficult to decide what to stress and what to leave out. But
remember that an employer’s main interest is in what you can do for the company.
Include information that shows that you are the right kind of a person for the job.

Leave out everything that might give an employer a reason for passing you by.

V. Curriculum Vitae (CV) — xxu3HeonucaHue.

B ocHOBHOM OHO OTJIMYAETCs OT pe3toMe TOJbKO 00BeMOM (110 6-8 cTpaHuil) u
MpEeIHA3HAYCHO ISl KAHAUJIATOB Ha BBICOKHE JOHKHOCTU WM JIJISt paOOThI 3a TPaHHU-
neii. [loTeHnmanpHBI paboToOMATENh JKETaeT TMOJYYHUTh JETalbHYH HH(OPMAITHUIO.
OO6b1yHO BbI mpegocrasisgere ¢oTorpaduio, CBOU aapec U TelePoH, JIMYHbIE U IMac-
MIOPTHEIE JaHHBIC U OoJiee MOAPOOHO XapakTepu3yeTe Bammm oOpa3oBanne u KBaaupu-
KaIuIo.

A CV is essential if you are applying for a new job or for promotion within your
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

are applying for). There are no fixed international rules about this: different countries

have different practices.

[IpuBenem nns mpumepa oaHy u3 (QyHKIMOHANBHBIX dYacTedl CV denoBeka,

MPETEHAYIONIET0 Ha PYKOBOISIIYIO JOJKHOCTH B 00JaCTH MAIlIMHOCTPOCHHUSI.

Objective: Senior position in engineering management

HIGHLIGHTS OF QUALIFICATIONS

- Business oriented; able to understand and execute broad corporate policy.

- Strength in analyzing and improving engineering and administrative methods.

- Effective in facilitating communication between management and project team.

- Proven ability to manage both large and small groups and maintain productivity.

- Successful in negotiating favorable design and construction contracts.

VI. When composing your CV and preparing for an interview with an employer use

the following phrases:

1. With reference to

advertisement in «The Times» of Friday,

your

January 4™ I would like to apply for the

position of ... in your company.
2. I recently heard from ... that there is
a vacancy in your accounts department.
3. Please refer to the enclosed CV
sheet for further particulars.

4.1 am used to work on my own.

5. I would like the opportunity to work

1. Ccpurasgcr Ha Barne o0ObsBIeHUE B

«Taiimcy» oT msaTHUIBI 4 sHBaps, s Obl

XOTeN o0paTuThCs 1o OBOJLY
Ha3HAYEHUsS MEHA B JOJDKHOCTU ... B
Bamen kommanum.

2. 51 HemaBHO y3HaNI U3 (OT) ..., 4YTO B

Bareii 6yxrantepuu ecTh BaKaHCHSI.

3. Ilpoiry mpocMOTpPETh MpHUIAraeMoe
pe3roMe ¢ TUYHBIMU JIAaHHBIMU JJIs1 60Jiee
MOJIHOTO MPEACTABJICHHS 000 MHE.

4. 51 nmpuBbIK pabOTaTh CaMOCTOSTEIb-
HO.

5. 51 6bI XOTEJ MOTYYUTh BO3MOKHOCTh



on my own initiative and to take on a

certain amount of responsibility.

6. During training for my present job |
took courses in marketing and sales
promotion.

7. In view of my qualifications I would
expect a salary of about ... .

8. 1 am at present earning per
annum.

9. I would prefer to discuss the
question of salary at a personal meeting.
10. The company where I am an
employee at present does not, I feel,
offer me enough scope to create my own

ideas.

11. Since my present position offers little
I should

prefer to be employed in an expanding

prospect for advancement,

organization such as yours.

12. 1

accountant as [ enjoy working with

suppose I’d make a good

figures and I’m never tired.

VII. Discuss the pros and cons:

paboTarh, TIPOSIBISS HWHUIIMATUBY, U
OpaTh Ha ce0si HEKOTOPYIO JIOJIF0 OTBET-
CTBEHHOCTH.

6. B mepuon CcTaXupoBKH IO MECTY
HBIHEITHEW paboThI 51 MPOIIEN Kypc Map-
KETHUHTA.

7. C yuyeToM MoOeW KBalIU(PUKALNH, 5
OBl XOTEJ MOy4aTh 3apIiaTy mpuOIn3u-
TEJIBHO ... .

8. B Hacrosiiee BpeMs s 3apabaTbiBato
BTOJ ... .

9. 51 6B1 x0TEN 0OCYTUTH BOIIPOC O 3ap-
IJIaTe P JUYHOM BCTPEYE.

10. Kommanus, rae s ceiiuac pabotaro,
HE TMPEJOCTABISIET, KaK MHE KaeTcs,
BO3MOXXHOCTH TUTSI pa3BUTHS
COOCTBEHHBIX HJIEH.

11. ITockonpKy MOSI HBIHEIIHSS IOJIK-
HOCTh HETEpPCIEKTHBHA ISl MPOJIBIKE-
HU4, 5 IIpeanoyen Obl padoTarh B pacuiu-
pAroLencs OpraHu3aluu, Kak,
HanpuMmep, Bama.

12. Tlonarato, 4TO M3 MEHS MOJIYYUTCA
HEIJIOXO0M Oyxrayrep, Tak Kak MHE Hpa-
BUTCS paboTath C 1udpam, U s HUKOTAA

HE yCTalo.

1. When you write your resume/ C.V., remember that

a) it 1s only your qualifications that matter, not the first impression you make;

b) if you flunk the first impression test, it won’t matter how good your qualifications

are;



...................................................................

2. Your resume/ C.V. should be
a) handwritten on whatever paper you happen to have at
home;

b) typed on quality paper in style;

3. You go for a job interview. You dress
a) casually, as any other day;

b) formally, smartened up for the occasion,;

VIII. Imagine that you are a success and are invited to the interview. You need some

information. Remember:

DOs and DON’Ts For Job Seekers
(Published by the Stony Brook University USA)

D O learn ahead of time about the company and its product;

apply for a job in person;

let as many people as possible know you are job hunting;

stress your qualification for the job opening;

recount experience you have had which would fit you for the job;
talk and think as far as possible about future rather than the past;
indicate, where possible, your stability, attendance record and good safety
experience;

assume an air of confidence;

approach the employer with respectful dignity;

try to be optimistic in your attitude;

maintain your poise and self-control;

try to overcome nervousness and shortness of breath;

hold yourself erect;
10



answer questions honestly and with straightforwardness;

have a good resume;

know the importance of getting along with people;

recognize your limitations;

make plenty of applications;

indicate your flexibility and readiness to learn;

be well-groomed and appropriately dressed.

D ON, T keep stressing your need for a job;

apologize for your age;
discuss past experience which has no application to the job situation;
be untidy in appearance; i
display «cocksurednessy;
cringe or beg for consideration;
speak with muffled voice or
indistinctly;
be one of those who can do

anything;

hedge in answering questions;
express your ideas on compensation, hours etc. early in the interview;
hesitate to fill in applications, give references, take physical
examination or tests on request;

hang around, prolonging the interview when it should be over;

go to an interview without a record of your former work connection;
arrive late and breathless for an interview;

be a «know-all» or a person who can’t take instructions;

isolate yourself from contacts that might help you find a job;

feel that the world owes you for a living;

make claims if you cannot «deliver» on the job;

display a feeling of inferiority.

11



IX. Using the information given above compose a dialogue as if you were:

- a parent and a child;

- two friends;

- a tutor and a student;

- a senior citizen and a novice;

- an employee and a job-seeker.
X. Share your experience on the following with others:
The First Four Minutes

When do people decide whether or not they want to become friends? During their
first four minutes together. In his book «Contact: The First Four Minutes» Dr. Leonard
Zunin advises anyone interested in starting a new friendship (a new job) the following:
«Every time you meet someone in a social situation, give him your undivided attention

for four minutes. A lot of people’s whole lives would change if they did just thaty.

Note: First impressions count so much.

- Give personal attention to a man you are talking to.
- Be friendly, polite and businesslike.

- Use questions to encourage the conversation.

- Look interested while you listen. Sﬁ\.‘\.‘“% ?0“‘

Lifeism"de Wp not 0f gre.at S0Cifioes ) wmuz;w s

WS’ ut of little things in which i

{ kindness and sma.ll obligation o

: Jpiually re what Win and presepy, t
feart and Secure comfory
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XI. Dressing for Business — Dressing for Success; agree or disagree and give

reasons of your choice:

1. The way people dress at work usually indicates how competent they are at their
jobs.

2. People should be allowed to wear exactly what they want at work.

3. Firms who want employees to wear particular clothes should pay for those
clothes.

4. In most firms the way you dress will affect your chances of promotion.

5. People work best in the clothes they feel most comfortable
n.

6. People wearing unusual clothes to work give a bad
impression to customers.

7. As long as a person is good at his/her job it shouldn't matter
what s/he wears.

8. 1 object to senior female staff wearing trousers.

9. Sloppy clothes mean sloppy work.

10. I wouldn’t have faith in a businessperson who wore jeans at
work.

11. Men shouldn’t be allowed to take off their jackets at work even in summer.

12. Bosses always should be smartly dressed.

XII. Compose your own the DOs and DON’Ts list of dressing business style.

XIII. Interview that sells — when you are at the interview for the new job, do you ...
(choose the right DOs)? Why? What are the chosen Dos the evidence of in your

background?:

W use body language

'} keep eye contact with just one person

13



W make it a point to shift your eye contact

Wl smile from time to time

W usea variety of gestures

] keep fingering your spectacles

W read your resume/ C.V.

W talk to your notes, the wall or the window

fl stand with your back to a wall or curtains to minimize distractions
'} keep visual aids covered until you need them

d walk up and down, fidget or use the same gesture all the time
d overrun your time

fl finish before you are expected to

fl stand in front of a window

fl lean forward facing the employer

W start by summarizing what you are going to say, then say it and end by
summarizing it again

'} laugh at your own jokes

1‘ smoke

XIV. Here are some questions at an interview. Suppose you are an employer. Put the
questions in the order you would like to ask the job-hunter and add some

questions of your own:

- What do you like to do in your spare time?
- Why have you applied for this job?
- What can you contribute to the progress of the company?

- What things about this job do you think you would find difficult?

14



- Why do you think you are suited for this job?
- What about your family?
- What do you expect from your future job?

- What will you be in five years?

................................................................

................................................................

XV. Read the dialogue. Translate the Russian statements into English. Reproduce
the dialogue in English:

- Good morning, sir!

- JloGpoe ytpo, Bxoaute, Bxoaute cMmeiee. Bol muctep Ilerpos, He Tak nu? Cagurecs,
noxanyicra... [loka s 3akaHYMBarO MOANUCHIBATh OyMaru, 3arojHUTe, MOXKaIyncTa,
aTy aHkeTy. CkaxuTte, kak 10yro Bel paboranu B hupme «Anbdan?

- Five years. And now our firm is moving to Kostroma, but I think a change will do
me good.

- Uro Brl 3Haete o Hamieit pupme? Y Bac ecTb kakre-HHOYAb BOIPOCHI KO MHE?

- [ know that your firm is a very promising company but I’d like you to inform me on
major focus of your several years operation.

- MBI uTaHUpyEM pa3BEepHYTH ICITCIBHOCT B aHTJIOS3BIYHBIX cTpaHax. [loaToMy, Ham
HY)KHa CUJIbHAs TBOpUecKas KomaHaa. Mbl XOTuUM, 4yTOoOBI Hamia (upMa crtana KOH-
KYPEHTHOCTIOCOOHOW Ha MUPOBOM PBIHKE.

- What responsibilities and duties do you suggest during my first year?

- Ckaxkute, KakoBbl Bailii Tpu OCHOBHBIE JJOCTOMHCTBA?

- I suppose they are reliability, loyalty, energy.

- JJanHo. A kak BbI BelIepKHBaeTE TOBCEITHEBHBIE HATPY3KU?

- I am accustomed to work under pressure.

- Bo1 o HaType nuaep, npeanpuHUMAaTE b WIA TOTHKO UCTIOTHUTEH?

- I seem to be a leader by nature as I get along well with people.

- Xopomo. Teneps, Mmuctep IleTpos, s roToB mpeyiokuth Bam paborath ¢ Hamu. Y

15



Bac otnmunble 0T3BIBBI C Npeablaylieid padoTel. Kakyro 3apraty Bel cuutaere no-

cTtoiHou Bac?

- Equivalent of $ 500.

- JIymato, uto MbI HauHeM ¢ $§ 450 Ha UCTIBITATEIBLHBINA CPOK
(probation period). Ecniu Bl xopormio cebst mokaxere, TO
yepe3 Tpu Mecsiua y Bac Oyner peanbHash BO3MOXKHOCTb
IPOJBUHYTHCS MO CIYX 0€ U, COOTBETCTBEHHO, UMETh 0oJiee
BBICOKYIO 3apILIaTy.

- I’d like to know your working hours.

- Mn1 pabotaem ¢ 9.00 no 17.30 ¢ yacoBbIM MEPEPHIBOM Ha
00eJ1 00BIYHO C IBYMS BBIXOJAHBIMU U C ABYXHEAEIbHBIM OT-

nyckoM. Ho B ciydae mMOBBIIEHHOM 3arpyKEHHOCTU KOM-

NaHuu 3akazamMu Bam npunercs paborars u 1o cyodoram, u
10 BOCKPECEHUAM C COOTBETCTBYIOIIEH JICHE)KHON KOMIIEHCAIIAECH.

- When do you want me to start, sir?

- [To BO3MOXHOCTH paHbIIle, CKaXXeM, 4epe3 HeJeITIo.

- Settled. Thank you very much. I hope to find a good working environment here.
Good bye.

- J1o BcTtpeun, muctep Iletpos.

[Tocne cobecenoBanusi, MPOAHAIU3UPOBAB CBOE IMOBEJCHUE, MTOAyMaiiTe, Kak Bl
MOXKETE YIy4dIlllUTh Briedatyienue o cede. Eciu Bol nomere 01arogapcTBeHHOE MUCh-
MO HMHTEPBBIOAPY, 3TO OyAeT Oonblie, yeM BeXJIUBbIA kecT. [lo oOblyasiMm Ou3Hec-
ATUKETa MUCBMEHHYIO OJIaroJapHOCTh HEOOXOIUMO IOCBHLIATH BCET/Ia, KOrja KTO-TO
noTpaTtui 6osee 15 MUHYT Ha TO, YTOOKI caenaTh 4yTo-To Jyis Bac. Eciiu Bol Takoit xe,
KaK OOJILIIMHCTBO 3aHATHIX JH0JIeH, BBl Moriu Obl 3a7aTh cebe Bompoc: «Y KOro ecTh
BpeMms ncath nomoOHeie muckMma?» — Y BAC JTOJKHO BbITb! Ilucema c
BBIpaKEHHEM 0JIaroapHOCTH CJIEAYeT MOochuIaTh He mo3aHee 24-48 4acoB cO BpEMEHHU

Barmeii Bctpeun ¢ keM-To.

16



Sample of Thank-You Letter

Ms. Lori Roberts
Director of Personnel
Johnston Corporation
Austin, Texas 78777

Dear Ms. Roberts:

Thank you for your time and atten-
tion during my interview with you last
week. 1 appreciated the opportunity to
discuss my qualifications and aspirations

with you.

I hope that all the questions were
answered to your satisfaction, but, of
course, | would be happy to supply any

further information you may need.

[ am very interested in the growth
potential of the position we discussed,
and I hope you will consider me as a
serious candidate.

I am looking forward to hearing

from you soon.

Sincerely yours,
Jeanne Smith

1730 Green Street
Austin, Texas 78776
(512) 554-1730

I"-xe Jlopu Pobeptc
Menemxepy 1o kaapam
Kopnopanuu [[»KOHCTOH
Octun, Texac 78777

YBakaemas r-xa PooepTc!

biaronmapro Bac 3a Bpems U BHUMa-
HHE, KOTOpbIE BbI yenuiam Ha HHTEPBBIO
CO MHOHM Ha mpouuioi Hexene. biarona-
pro Bac Taxxke 3a INpenoCTaBICHHYIO
BO3MOXKHOCTh 00CcyquTh ¢ Bamu Moo
KBAIM(PUKALMIO U YCTPEMIICHHUS.

51 Hagerock, 4To BBl yI0BIETBOPEHBI
MOVMM OTBETAMH Ha BCE BOIPOCHI, U I'0-
TOBa MpeAocTaBuTh Bam mobyro nomnos-
HUTEIbHYIO MH(GOpPMAIINIO, KOTOpas Mo-
xeT Bam nonagoOuThCs.

51 Obl OoueHb XOTeNa 3aHATh JIOJIK-
HOCTb, 0 KOTOPOU MbI ¢ Bamu rosopuiu,
Y HAJICIOCh, YTO BbI cunTaere MeHs cepb-
€3HBIM KaHIUIaTOM.

C HeTeprnieHUEM Ky OTBETA.

Hckpenne Bama,
Kanna Cmut

78776 Texac

Octun, ['pun ct., 1730
(512) 554-1730

17



XVI. Place a call to the firm you are interested in. Don’t forget to ask:

Have you received my Cover Letter and Resume?

When is the deadline for application?

Do you need a Letter of Recommendation or any other references?
Whom can I contact further?

Is it necessary for applicants to have commercial experience?

XVIL It is always of great importance to be sure what you want to do and what you
can do. What kind of characteristic features would you need to be a radio
reporter, a bank accountant, a government official, a computer specialist,
a personnel manager, a personal assistant, an advertising agent,

a consultant?

Here are some characteristic features to help you (add your own ones):

- to be strong and fit;

- to be trustworthy, persistent and hardworking;
- to be punctual and careful at work;

- to be intelligently working;

- to be well-mannered and tactful,

- to be eloquent and smart and expressive;

- to be tolerant and attentive;

- to be bright and intelligent;

- to know local matters quite well;

- to know how to deal with difficult people;

- to know human nature and personal abilities;

- to have a dependable and agreeable personality.

XVIII. Choose two jobs — the job you would most like to have and the job you would
least like to have. State the advantages and disadvantages of the two jobs you
have chosen. Discuss the problem with those who know you well enough.

Suppose it is your solicitor.
18



XIX. Analyze the advertisements. Choose one.

Job Opportunities

CLICK
it!

www.themoscowtimes.com

More openings on
Job & Career Opportunities

on-line now

The Moscow Times

Sandvik MKTC

the Russian subsidiary of AB Sandvik Coromant

1 AB Sandvik is a high-technology engineering Group with a world-leading position -
in  metalworking tools and specialized in niches with stainless steel products,
machinery and equipment for mining and construction industry as well as with

special alloys and high-temperature materials. Sandvik MKTC is looking for a
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SALES ENGINEER

REQUIREMENTS:

Up to 30 years old, local national, University Degree with the specialization in
Mechanical Engineering, knowledge of English, work experience with a multinational

company, some experience in sales is an advantage, energetic, willing to travel.

If you feel attracted by this information,
please send your application/ CV before 2000-10-30
by fax: (095) 289-6186 or

email: galina.leman@sandvik.com

Hotel Baltschug

Kempinski
Moscow

A Leading Hotel of the World is offering the following challenging positions:
Sales Manager Front Office Manager

20




MAIN REQUIREMENTS:

e Successful relevant experience with an international hotel/ tourism company in
managing and developing corporate accounts

e Market expert, customer-focused, goal oriented

e (Coordinating, planning and supervising the performance and activities of the Front
Office Department

e Native Russian, fluent English (both verbal and written), German or French is an
advantage

e University degree

o Strong PC skills (knowledge of Fidelio system is desirable)

e Dynamic, creative, strong personality, team player, flexible to work overtime

e Moscow residence

Attractive compensation package will be offered to the right candidate.

Please send your CV to the HR department at fax: 230 65 02

ARCADIS,

a leading consulting and engineering company, seeks an expert for the position of

PROJECT CONTROLLER

For the job description please consult www.arcadis.ru

Eligible candidates are requested to email CVs to recruiting@arcadis.ru
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NU3JATEJBCKUN 1OM «BYPJIA»
INPUT'JIAITAET HA PABOTY:

MeHeaKepoB

110 IIpoAaKe pERJIAMbI

Tpebosanusa k kanouoamam:

e Bo3zpact 25-30 ner

e OnbIT aHAIOTUYHOMN pabOTHI OT 2-X JIET

e Xopouo pa3BUTble KOMMYHUKAIIMOHHbBIE HABBIKU
e Xopouiee 3HaHUE aHTJINKCKOTO SI3bIKa

e VHUIMAaTHBHOCTB, APYKEITIO0HE

Kenarowux npocum nanpasename pezrome
no ¢axcy: 797-4580 unu

E-mail: human@burda.ru
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g

British

@ % Council
For further information,
please contact:
Irina Romanova
AD Information Services
The British Council
VGBIL
Nikoloyamskaya Ul 1
Moscow 109189
Telephone: 234-0201
Fax: 234-0205
or email:

Irina.Romanova@britishcouncil.ru

The British Council is committed
to a policy of equal opportunity.
The British Council is the United
Kingdom’s international organization
for educational and cultural relations.

www.britishcouncil.ru

Web Project Manager
Moscow
The British  Council seeks an

experienced web project manager to lead
on the development of its web-based

projects in Russia.

Projects include the British Council
Russia web site and a high profile portal
project, as well as management of a

network of cyber centers.

You will need an indepth knowledge of
the WWW in Russia and the UK, good
technical skills, creativity, team leader-
ship and project management skills, in-
cluding  financial management, and

fluent English and Russian.

Closing date for applications and CVs:
27 October 2000
Ref: WPM/IR/INFO-UNIT
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REAL ESTATE DEVELOPER
in Moscow is seeking a highly-qualified specialist

for the following position:
Office Manager

Fluent English, computer knowledge (MS Office, Internet), strong requirements — no

less than 3 years work experience in the position, mature personality.

Please send your resume to (+7 095) 795-0887

St

St

Qualified and experienced

TEACHERS OF RUSSIAN

AS A FOREIGN LANGUAGE

required by school in London

Please send CV & covering letter
by 23" October to
«RUSSIAN LANGUAGE IN LONDON»
E-mail: russianlondon@gcs.com

Fax: +44 20 7689 5401

24
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THE LARGEST DISTRIBUTION COMPANY
of luxury goods in CIS (perfume and cosmetics)

1s seeking candidates for the position of:

BRAND MANAGER
SALES MANAGER
TRAINING MANAGER
PERSONAL ASSISTANT

(Strictly according to the requirements)

REQUIREMENTS:

3 years in a similar firm

Fluent English and/ or French
Native Russian

Between ages 25 and 35

Highly motivated

Hard working energetic personality
Highly skilled in working with PC
(Windows, Excel, Word)

Please fax your resume to 725 4411
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VACANCY?
Make it a business opportunity!

email NOW job@imedia.ru for immediate results

XX. Prepare your own resume or CV for the position chosen. Explain your choice.

XXI. Write the Thank-Letter to the employer who interviewed you at the company

you have chosen (see ex. XIX).

XXII. For your information:

[. Ilo yrpam u Beuepam BaroHbl JIOHZOHCKOTO METPO 3aAIMOJHSIOTCS OIPSITHO
OJICTBIMH MY)KUMHAMH W JKCHITUHAMU B CEPBIX, CHHUX WJIH YEPHBIX KOCTIOMaX C
noptdensmu uiaM razeramu B pykax. Kak mpaBwmio, onu pabotaror B CUTH, U HUX
pabounii 1eHb HaUMHAETCS B 9 yTpa, a 3aKaHYMBAETCSA B 5 Beuepa. DTH Yachl CTOJIb
pacmpocTpaHeHbl 1 HEU3MEHHBI, YTO CYIIECTBYET 0C000€ MOHATHE «paboTa ¢ IEBATU
1o niatu» (nine-to-five job). [loHsiTHE, B KOTOPOE BKIIIOUAIOTCS HE TOJIBKO CaMH Yachl
paboThl, HO U TO, YTO 3TO paboTa B KaKOH-HUOYJb KOHTOPE WU YUYPEKIEHUH, BO3-
MO>KHO, TIPEINOJIaraoIas 1axxe U 3TOT CTPOTHI KOCTIOM.

A 9TO NenaroT Te, KTO He CKIIOHEH MOUYHUHATHCS JKECTKUM TPEOOBAHHSIM yUPEKIe-
Hus? Ilpexnae Bcero oHu, KOHEYHO, MOTYT CTaTh «caMOHaHATHIMEUY» (self-employed),
3apETUCTPUPOBATHLCS B 3TOM KadeCTBE W, pa3syMeeTcs, IJIaTHTh
rocygapctBy Hamor. Ilucarenu, MepeBOAYHMKH, KYPHAITHCTHI
MOTYT paboTaTh «cIenbHO, 1Mo HaiMy» (free lance), HO, YBHI,
BOJIbHOHAGMHBIC TakKKe JOJDKHBI IUIATUTh Hamoru. Ecmm ke
YeJ0BEKY MPOCTO HYKHO MOJIpadoTaTh, OH 3aHUMAETCs «jobingy,
T.€. BBITIOJHSAET OT/CJbHbIC MOPYYCHHUS DPa3HBIX JIOJEH. DTUM

3aHMMaeTCs, HalpuMep, CaJoBHUK (jobing gardener), KOTOpHIii

BBHITIOJIHSET Pa3oBYI0 pabOTy B UYXHUX cajlax, U TOJy4aeT OH,

BEpOSTHO, HaJIMYHbIC. B aHTIHMIICKOM SI3BIKE CJI0BO, 0003HAYAIOIIEE TAKYIO JOIIOJIHH-

26




TeJIbHYIO paboTy, 3ByUUT MOYTH poMaHTH4YecKHu — «moonlighting». Ho o0bsicHeHue y
9TOW POMAHTUKHU MPO3aMUECKOE: B IYHHOM CBETE paboTaTh MPUXOAUTCS JJIsl TOTO, YTO-
OBl HE yBHJIeNIa HajloroBas MHcneKnus. EcTe eme Oosiee pomaHTHYECKas paboTa, Jaxe
C OTTEHKOM MHCTHUKH: «ghosting» uiam «ghostwriter» — «ObITh NpU3PAKOM», «OBITh
nucareneM-npuspakom». [Ipoiie roBops, nucaTh CTaThU WM KHUTH 3a TE€X, KTO caM
3TOrO JeJIaTh HE YMEET, HO OYeHb XOUeT, YTOObl Ha HAIMCAHHOM CTOSJIO €ro uMms. 3a
3TO OH TOTOB IIaTUTh. ClaBbl, KOHEYHO, TaKasi paboTa «Ipu3pakam» He MPUHOCUT, HO
npuOaBisieT JACHEr, B TOM 4YHCIE€ U TeX, 4YTO YIUIM Obl HAa HAJIOTH, MOTOMY 4YTO
PU3PAKH, TAHITYIOIINE B TYHHOM CBETE, HAJIOTOB HE TUIATHT.

MHorue OpuTaHIBI B KPYITHBIX TOPOIaX, 0COOCHHO MOJIO/IbIE KEHIIMHBI, paboTaloT Ha
BpeMEeHHON paboTe (temp, COKp. OT temporary) A0 MOJY4YEHHsI MOCTOSHHOI'O MEcCTa
(permanent). CyllecTBYIOT areHcTBa, 4yepe3 KOTopble (UpMbI U OPUCHI HAHUMAIOT
BPEMEHHBIX PAOOTHUKOB Ha TMOAMEHY 3a00JIeBIIEr0 MJIM YHIEAUIET0 B OTIIYCK
COTPYJIHUKA.

I[I. bonpmMHCTBO JrOJIEN, COCTaBIAOMMX TpynoByro apmuro CIIIA, HaunHaror
pabotsl, He TpeOyromen kBamudukanuu. B AMepuke KaKIplii CTOUT POBHO CTOJBKO,
CKOJIBKO OH CTOMT. MHOTHE aMepHKaHIIb, Kellasi OIydUuTh MpOodecCuio, COBMEIIAIOT
yuely ¢ paboToii; 3aTeM OHHU HMCHOJIb3YIOT 3Ty HEKBAIU(DUIHUPOBAHHYIO padOTy AJis
NOJTyYeHUs] PEKOMEHJAIMi py oUCKe paboThI 10 crienuanbHocTU. Paboty, He Tpeby-
IOIIYI0 KBaTU(UKALMK, HA YCIOBHUSIX MOJHOTO WM HETOJIHOTO pabodero JHS MOXKHO
HaWTU TIPaKTUYECKU BO BcexX cdepax aestenpbHocTu. Ormiata paboTel ObIBaeT modva-
coBas U crenbHas. [loyacoBasi omaTa MCYHCISETCS Ha OCHOBE TOYHOTO KOJHYECTBA
0TpabOTaHHBIX YaCOB U CYIIECTBYIOMIMX TapudoB omaaTel. Omiara CBepXypOUHBIX Ya-
COB IIPOM3BOJUTCS B MOJYTOPHOM pa3zMmepe. CrenbHas oriaTa 4acTo UCHOJb3YeTCsl Ha
NOTOYHOM TMPOU3BOJACTBE. DTO TapaHTUPYET PaOOTHUKY MOCTOSHHBIN HEIEIbHBINA
3apabOTOK IUTIOC TONOJHUTENbHYIO TUIATy 32 KaXKJ0€ CAEIaHHOE CBEPX YCTaHOBJICHHO-
ro KOJIMYeCTBa U3Jenre. DTOT BUJI OIUIAThl BBITOAECH Kak paboToAaTesnto, Tak u paboT-
HUKY.

B CIIIA onpenenennsie npodeccuu, Hanpumep, B chepe MEeIUIMHBI, CTOMATOJIO-

TUH, IOPUCIIPYJICHLIUN, CTPOTO PErJaMEHTUPYIOTCS U TPEOYIOT MOJIyYEHHs CIelrab-
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HBIX YAOCTOBEPEHUH WM JHIIeH3UN. YUpe3BbIuaiiHO BHICOKM TPEOOBAHUS K MPOPECCHO-
HaJIbHOM 3TUKE. Maseiiee ee HapylIeHUE MOKET UMETh OYEHb CEPbE3HBIEC MOCIIEICT-
Bus. Hanpumep, takas dpaza, kak: «Kto ke Bac Tak mojctpur?», «Kto »*e Bam Tak
cumi KocTioM?», «Kakoil MacTep Tak IUIOXO cAenai 3Ty BEUb?» U T.I., MOXKET IMpHU-
BECTH K JIMIICHUIO JINIIEH3UH U KPaxy Kapbephl.

B nouckax paGoTbl mOMOraroT Apy3bsi, JOOPOBOJIbHBIE areHCTBA IITATOB MO TPY-
JIOYCTpPOMCTBY (O€CIIaTHO), YaCTHbIE areHCTBA MO TPYJAOYCTPOUCTBY (3a muiary). Wn-
dopManusi 0 TPyJOYCTPONCTBE MeYaTaeTcss Ha MOCIEIHUX CTPAHULAX MECTHBIX €XKe-
JHEBHBIX razet noj pyopukoit «Tpebyercs momouis» win «Bo3MOKHOCTH TpyI0yCT-
poiicTBa». DTH pa3zesibl OOBIYHO NEPEUUCSIOT B al()aBUTHOM MOPSAKE TpeOyeMble
npodeccur, onrcaHue padoThl U MpearacMbiil okiian. CooOIaeTes TakkKe HOMEp Te-
nedoHa u agpec paboToaTess.

Bpauu sBRsitOTCS OMHUMH U3 CaMbIX BBICOKOOTUIAYMBAEMBIX MPOGECCHOHANIOB Ha-
psy € ropucTaMu. Bpauu cUMTaroT, YTO OLEHUBATH UX JTOXObI HY’KHO C y4E€TOM TOTO,
CKOJIBKO UMM U UX POAMTENIAMH OBLIO MCTPAYEHO Ha
MOy YEHUE MEIULUHCKOIO oOpa3oBaHus,
HEMIOMEPHOTO MO MPOJOJKUTEILHOCTH padoyero JHs
(Bpauu pabotaroT B cpemHeM 58,8 yaca B HENEIIO),
CHJI U HEPBOB, KOTOpPbIE TPATATCS BO BpeMsl pabOTHI.
[lo BennuMHE NOXOAA Bpayud OYEHb PA3IUYaAIOTCS B

3aBUCUMOCTH OT CIICHHAJIBbHOCTH. C‘-II/ITaeTCH, qTo

CaMbIMH BBICOKOOIIJIAUMBACMBIMH SIBJISIOTCS XUPYPTH. 3a HUMH HIYT PagdOJIOTH,
aKyIIepbl 1 THHEKOJIOTH, 3aTeM OOIICPAKTHKYIOITNE, CEMEHHBIC BpayHl U TICTUATPHI.
Ecth uHTEpecHas 3akoHOMEpHOCTh. Cpenu COTPYIHUKOB (UPM B pa3HBIX OTpac-
JIIX DKOHOMUKH KEHIIMHBI B 1IEJIOM ropa3ao OoJblie JOBOJIBHBI CBOEH paboTOM, yeM
My>kuuHbI. [Ipryem 3Ta 3aKOHOMEPHOCTh KacaeTcsl BCEX aCMEKTOB TPYJa: OOCTaHOBKH
Ha pabodyemM MecTe, MPOABUKEHUS O CIIy>kOe, OTHOIIIEHUH ¢ KoJuieraMu, o0beMa Jo-

MOJHUTCIIbHBIX JIBI'OT U MHOT'OI'O APYTOro.
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Part 11

I. Read the text:
POLITENESS PAYS

Going from house to house to get orders is not an easy job. One must be polite,
patient, pleasant to look at and able to talk people into buying things.

Paul was all that and he liked his job of selling books. He was very fond of reading
himself and he talked of books in such an interesting way that he seldom left a house
without an order. Sometimes people were rude at first and wouldn’t let him in. But
even then he was so polite, patient and pleasant that in the end he often managed to get
orders from those very people.

Once Paul came to a town where he had not been for a long

’\ time. Some new houses had been built since he was there and

he rang the door-bell of one of them. Nothing happened. He

rang once more but still nothing happened. He was about to go
away when at last a woman answered the door.

«Well, what do you want?» she asked.

That was rather rude but Paul smiled in his pleasant way
and said:

«Good afternoon, madam, won’t you let me in?»

«What for?»

«To have a chat about books. Perhaps you’d like to order some».

«Books! I’'m not interested in books and I have no time for reading, young man.
Good afternoon», and she was about to shut the door.

«Just a moment, madamy, said Paul, as polite as ever. «I am sure you have a
husband and children and perhaps they...»

«Yes. They’ll be waiting their dinner soon and it’ll be late if I stand here listening

to you much longer», but she said it more kindly.
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«Well, then just let me in and don’t worry. Perhaps I could help you? I am very
good at peeling potatoes, you knowy.

At that the woman smiled and let him in. Paul followed her into the kitchen.

«Do you really want to help me?»

«Of course. It’ll be a pleasurey.

She liked the pleasant young man and gave him some potatoes to peel. Then she
busied herself with cooking the dinner. While Paul was peeling the potatoes he talked
to her about his job and what a pleasure it was to read good books. Then he went on
telling her about some of them. He spoke in such an interesting way that she could not
help listening to him and when he had finished peeling the potatoes and stood up to go
she asked him to stay a little longer.

«My husband and children will be here any moment! You must stay and have
dinner with us. After all, you helped me with it and you must be hungry after so much
talkingy.

They laughed together and Paul said it would be a pleasure to stay and meet her
family.

Soon the woman’s husband and children came home. She
served the dinner telling them that the young man had come to
sell books and had finished by peeling a lot of potatoes for their
dinner. That made everybody laugh and it was a pleasant dinner.
Paul spoke all the time about books but he managed to make a
good dinner all the same. The others didn’t say much at first
because they were very hungry but they listened with pleasure.

As soon as the dishes were empty they started asking him a lot of

questions which he answered in such an interesting way that
when he left at last he took with him an order for several books and he had been asked
to come back and see them soon again.

So, once more, just by being polite, patient and pleasant he managed to make
friends with a new family and get a good order as well.

Politeness always pays!
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FOR YOU TO BE DONE:

II. Comment on what meaning is implied into the expression listed below:

to talk people into, to be all that, to be about to do something, as polite as ever, to

be good at something, any moment, all the same, to make friends with, to go on.

II1. Use the phrases given above in sentences of your own.

IV. Choose the right variant of answer to each question:

1. What did Paul’s job deal with?

a) advertising a book ;

b) promoting his own book;

¢) trying to get orders for a book;

d) illustrating a book.

2. Did he work in one and the same town all the time?

a). Yes, he did. He used to work at the neighbouring houses.
b). He moved from one place to another.

c¢). He worked only in the countryside.

d). He worked only at schools with pupils.

3. What were Paul and the woman talking about while preparing the dinner?
a) the ways of peeling potatoes;

b) the way of choosing a book at the bookshop;

c) about the pleasure to read books;

d) about their families.

4. What was Paul?

a) a promoter;

b) an insurance agent;

C) a manager;
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d) a free lance bookseller.

5. What was the result of his being polite, patient and pleasant?
a) he was invited to dinner;

b) he was asked to retell a book;

c¢) he was asked to help with dishes;

d) he was asked to take an order from them.

V. Explain the title of the story. Think over your own variant of a title.

VI. Choose the wrong usage of the words in the sentences. Give the right variant:

1. Our new home was recently built.

2. The ill man was so weak that he could hardly read a book.

3. Though she is over sixty she manages to make all the house work alone.

4. When the dinner completed we began to chat about choosing a career.

5. We could not afford to pay the price of admittance and therefore had to stay out.
6. Don’t say lies.

VII. Provide a natural conversational context for each of the following remarks as if

you were the characters of the story «Politeness pays»:

1. Mark my words!

2. Mind you don’t forget....

3. Be sure not to...

4. He has absolutely no sense of humour!

5. Look out! It’1l cost you a pretty penny if you...

6. Beware of small talk.
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Unat 11

My Background Is in

Management
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Part I

I. Study the glossary and dictionary definitions of «management»; find the

similarities and the differences:

1. Longman Dictionary of Contemporary English:

a) the act of managing, especially a business or money;
b) skills in dealing with a person;

c) the people who are in charge of a firm, industry etc., considered as one body.

2. Webster’s New Collegiate Dictionary:

a) the act or art of managing; the conducting or supervising something;
b) judicious use of means to accomplish a task;
¢) capacity for managing: executive skills;

d) the collective body of those who manage or direct an enterprise.

3. Longman Dictionary of Business English:

a) the board of directors of a company;
b) the group of persons who control a business, including both directors and high-
ranking managers;

¢) the governing body of any organization.

4. Newnes Dictionary of Business Terms:

a) the carrying out of policies laid down by determining what results are to be
accomplished, planning how these results are to be accomplished, building up the

required organization and controlling that organization;
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b) the people responsible for carrying out these tasks.

5. Longman Pocket Companion Thesaurus:

a) the running and controlling body of any organization;
b) art of management, tact, dealing with people;

c¢) business skills, operational research.

II. a). Give the translation and definition of the following word combinations:

Managed currency; managed exchange rates; managed float; managed money;
management access time; management audit; management buy-in; management buy-
out; management fee; management utility maximization; management by crisis;
management by exception; management by objectives (MBO); management by
walking around (MBWA); management information system; management inventories;

management prerogatives; managerial grid; managerial performance.

b). Translate the following. Remember the expression:

#managed trade (U.S.) - fashionable term in U.S. foreign policy circles which
means improving the trade balance by relying on negotiated results rather than on
market forces.

Taken too far managed trade could cause overall world trade to shrink and prices

in managed industries to rise.

III. Tick the things that must be managed and if mismanaged inevitably create

difficulties? Complete the list with your own ideas:

[ ] Time [ ] Studies
[ ]Money [ ] Career
[ ]Energy [ ] Human relationships
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IV. Read the text. Define the layers of administration (= levels of management)

and their responsibilities:

Each organization can be represented as a three-story structure or a pyramid. Each
story corresponds to one of the three general levels of management: top managers,
middle managers and first-line managers.

Mr. Brown, Mr. Green and Mr. Grey are managers at a bike factory.

Mr. Brown is a lower-level (= first-line) manager. Common titles for the first-line
managers are foreman, supervisor and office manager. He is a team leader. He
organizes the work of 10 men who assemble bicycles. He checks the assembly process.
He is responsible for the quality of the bicycles produced by his team.

Mr. Green is a middle-level manager. Common middle-management titles include
plant manager, operation manager and division head. He heads the personnel
department. He hires new workers and employees and is in charge of the training of the
workers. He is responsible for implementing the policies and plans developed by top
management and for supervising and coordinating the activities of lower-level
managers as well.

Top

managers

Middle

managers

First-line

managers

Marketing
Finance
Operating
Personnel
Admini-
stration

Other
areas

Mr. Grey is a top-level (= upper-level) manager. He is the chief executive officer

(CEO) of the factory. Besides titles found in this group include president and vice
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president He coordinates the work of all the departments. His main functions are:
planning, organizing, leading and controlling.

V. Complete the sentences using the words from the text:

Mr. Foster is at the head of the sales department. He is a ... manager.

Miss King is in charge of finance. She is a ... manager.

Mr. Robbins is responsible for the production department. He is a ... manager.
Mike Foster is a sales manager. He is in charge of ... .

Felicia Kings is a personnel manager. She is at the head of ... .

A e

Nick Robbins is a production manager. He is at the head of ... .

VI. Translate into Russian:

Levels of management; operating employees; to define policies; major policy;
activities; overall activities; operating procedure; to supervise; division manager; plant

manager; post (office, position, title); to be engaged in; salary; wage.

VII. Translate into English:

['maBHBI agMHUHHMCTPATOP; BBICHIMKM PYKOBOJIMTENb; MEHEIDKEP IIEPBOrO 3BEHA;
MEHEJIKEp CPEIHETO YPOBHS; HAHUMATh; IIOCTOSIHHBIN ITOKYIIATEINb; ONPEAEIATh OJIU-

THKY; TOBaphl U YCIYTH; BBIIIOJIHATD; YIPABIATh; 3aBEI0BATh.

VIII. Fill in each blank with a suitable word or word combination:

1. Each organization can be represented as a three-story ... .

2. There are three general levels of management: ... managers, ... managers and ...
managers.

3. A top manager ... and ... the overall functions of the organization.

4. Top managers ... company strategy and define its major ... as well.
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5. Middle managers ... tactical plans, policies and standard operating procedures.

6. First-line managers spend most of their time working with ..., answering questions
and ... day-to-day problems.

IX. Translate into English:

1. Briciive MeHeKephl HAMPABIIAIOT U KOHTPOJIUPYIOT OOIIYIO JAeSTEIbHOCTh OPTaHH-
3aIlMH, OHU OTPECISIFOT CTPATETHIO U OCHOBHYIO TIOJIUTUKY (DUPMBEI.

2. BpicIMMU MEHEIDKEpaMu OpraHU3alliu SBISIIOTCS TPE3UACHT, BUIC-TIPE3UICHT,
TJIABHBIA UCTIOTHUTEIIBHBIN JUPEKTOP U WICHBI COBETa TUPEKTOPOB.

3. MeHemkepaMu CpeHETO 3B€HA OPTaHU3AINH SBISIOTCS PYKOBOIUTENb MOAPa3/Ieie-
HUS, HAYAJIBHUK OTJIeNa, TUPEKTOP 3aBO/Ia U TUPEKTOP MPOU3BOCTBRA.

4. MeHemKep CPeIHETO 3BEHA BBITIOIHSACT CTPATETHIO U MPOBOJNT MOJUTHKY, CITyCKa-
€MBbIE€ C BEpXHETO YPOBHS OpTraHU3aIiu.

5. Menemxkep mepBOro 3BE€HA CIEIUT 3a JACSITEIBHOCTHIO CITYXAIUX, KOOPAUHUPYET €
U pelaeT MOBCEAHEBHBIC MPOOICMBI.

6. MeHemkepaMu TEPBOTO 3BEHA SIBIISIOTCS MHCIIEKTOP, MAacTep, PYKOBOJIUTEIH IMPO-
eKTa.

7. Ciy>kaiiue npecTaBisitioT COO0H OCHOBHYIO pab0uyIo CHUITy OpTaHU3aIUH.

8. CampIMu OOBIYHBIMU C(epaMu yMPaBICHUS SBISIIOTCS (DMHAHCHI, MPOU3BOJICTBEH-

HBIC OoIiCpanru, MapKCTUHT, JIIOACKHUEC PECYPCHI U aIMUHUCTPUPOBAHHC.

X. Answer the questions:

1. What are the levels of management?

2. What are the common titles associated with top management?

3. What are the common titles associated with middle management?
4. What are the common titles associated with first-line management?
5. Who is at the bottom of the management levels?

6. What are the most common areas of management?
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XI. You are the CEO of the firm, structural organization of which is presented in

the chart. Tell about your firm answering the following questions:

Research and
Development
Manager
Marketing
President Research
Manager
Chief of the Executive Product
Credit Vice Research
Department President Manager
' |
Sales Production Controller

Manager Manager

1. Who runs the company?

2. How many departments are there at the company?

3. How many managers work at the company?

4. Whom do the managers report to (to be accountable to; to be under)?

5. Who looks after (to take care of; to be responsible for; to be in charge of) every
department?

6. What is in your opinion the most important department?

7. Are there any overseas branches?

8. Are there any subsidiaries?
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XII. Match the jobs and departments with their Russian equivalents:

. Board of Directors

. Chairman

. Managing Director

. PRO (Public Relations Officer)
. Chief Accountant

. Sales Manager

. CEO (Chief Executive Officer)
. Sales Department (Dpt.)

O© 0 3 O W A~ W N ==

. Finance Dpt.
. CIO (Chief Information Officer)

[ s—y
—_ O

. Accounts (Accounting) Dpt.

[E—
\S)

. Advertising Dpt.

p—
[U8)

. Training Dpt.

[S—
N

. Planning Dpt.

p—
[9)]

. Marketing Dpt.
. R&D (Research & Development) Dpt.

—
~N

. Administration Dpt.

p—
o0

. Distribution Dpt.

[E—
\O

. Packaging Dpt.

o}
S

. Production Dpt.

(\o]
p—

. Purchasing Dpt.

N
[\

. Personnel Dpt.

[\
W

. MIS (Management Information System)

)
~

. Project Manager

[\
()}

. Business Manager

[\
N

. Deputy Manager

\O]
-

. Traffic Manager
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1) oTnen mapkeTuHra
2) TUPEKTOP-paCIoOPSAAUTEND; 3aMECTUTEIb TUPEKTOpa M0 aIMUHUCTPATUBHO-
-XO0351CTBEHHON YaCTH
3) KOMMEpYECKUN TUPEKTOP
4) rIaBHBIN YIIPaBISIONMUN IO HH(POPMAIIUU
5) oTnen uHGOPMAITMOHHBIX CUCTEM
6) Oyxranrepus
7) MIaHOBBIN OTJIEI
8) IJIaBHBIN aAMUHUCTPATOP
9) npencenarens
10) HayaTPHUK TPAHCIOPTHOT'O OT/IEJIA
11) coTpyiHUK OTJ€Na MO CBA3SM C OOIIECTBEHHOCTHIO
12) rnaBHbIN OyXxTanTep
13) pykoBOAUTENL TPOEKTA
14) otnen cObiTa
15) koMmmepueckuid TUPEKTOP
16) coBeT TUPEKTOPOB
17) otnen uccienoBaHui, pa3pabOTOK U OMBITHO-KOHCTPYKTOPCKUX padoT
18) dhuHaHCOBBIIM OTIENT
19) oTnen pexyiambl
20) oTnen MoAroTOBKY KajapoB
21) otnen cHab)keHUs
22) 3aMEeCTUTETh YIIPABJISIIOIIETO
23) Npou3BOJICTBEHHBIN OTIEI
24) oTaen KaapoB
25) oTAen yrnakoBKHM TOBapa
26) oTAen pacnpoCTpaHEHHS TPOTYKIIUU

277) oTnen aAMUHUCTPATUBHOTO YIIPaBICHUS
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XIII. Can you tell whom the following people report to (to be under; to be

accountable to). Refer to the chart given below:

Sales Manager

PRO

Advertising Manager
Planning Manager
CEO

R&D Manager

Financial Controller

Personnel Manager
CIO

Board of Directors
Marketing Manager
Chief Accountant

Production Manager

Administration Manager

BOARD OF DIRECTORS

Chairman

|

MANAGING DIRECTOR

|

PRODUCTION FINANCE MARKETING ADMINISTRATIO
Manager Manager Manager N
Manager
Planning | R&D | Accounting | Financial Sales Personnel
Manager | Manager Manager | Controller Manager Manager
PRO | Training Advertising
Manager

Manager
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XIV. Mr. Brown wrote in his schedule what is to be done. He looked through the
notes in the evening and ticked what he had managed to do. What in your

opinion did he manage during the day?

\ Ask Mary to book flight and collect tickets
Tell Mary to book hotel room
\ Collect currency
Hire a car
\ Meet Mr. Erickson (2 p.m.)
\ Arrange appointment with Mr. Foster (tomorrow 10 a.m.)
\ Call Mr. Collins and make appointments with him (Friday 3 p.m.)

\ Ask the embassy for visa application form.
XV. Translate into English:

1. I'maBHas koHTOpA ATOM PUpMBI HAXOUTCS B MOCKBE.

2. 51 paGoTato B peKJIaMHOM OTJIEJI€ U OTBEYAIO 3a MPOJABUKEHUE TOBApa Ha PHIHKE.

3. ¥V nac 5 punmanos B EBponie u 3 nouepune kommnanuu B CIIIA.

4. HauanpHUK OoTAaca INTaHUPOBAHUA ITIOAUYHNHACTCA HAa4aJIbHUKY ITPOU3BOACTBCHHOI'O

oT/Ielna.

5. KoMnaHnus crienuaiu3upyeTcsi Ha IPOU3BOJICTBE MPOTPAMMHBIX MTPOAYKTOB BBICO-

KOI'0 KauecTBa.
6. MbI cobupaeMcs 3ayCTUTh B POU3BOCTBO HOBBIE MOJIEIH OJICK/IbI.

7. KT0O 3aHUMaeTCs UCCIIEIOBAaHUEM PbIHKA?

8. Ora ¢upma 3aHMMAET JHIUPYIOIIEE MOJOKEHUE HA BHYTPEHHEM DPBIHKE, a TaKKe

ABJIACTCAA OHHOfI N3 BCAYIIHUX B I[aHHOfI OoTpacCjii Ha BHCIIHCM PBIHKC.

9. Kommepueckuii TUpeKTop PyKOBOJUT OTAEIIOM COBITA.

10. Komnanus 3aHUMaeTCsl MPOU3BOJICTBOM U PACIPOCTPAHECHUEM OXPAHHBIX CUCTEM.

11. MeHemkepsl 3aHUMAIOTCSA YETHIPHMSI BUJAMHU PECYPCOB: MaTepUaIbHBIMU, (DHUHAH-

COBBIMH, JIFOACKHUMH U I/IH(I)OpMaI_II/IOHHBIMI/I.

12. KTo oTBEUaET 3a BBITYCK HOBOW MPOIYKIUN?
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13. Bulie-mipe3uIeHT yrpasiseT paboToi T0YepHUX KOMITaHUH.

14. Korna sta ¢upma BBITYCTUT B MTPOJIaXKy HOBBIN TIPOTYKT?

15. Bb1 6ouTech MPOMBIIIICHHOTO MITTHOHAXKA?

16. HaGopom mepcoHana 3aHUMAETCsl OTAEN KaApOB, KOTOPHIA MOJUUHSAETCS OTIEILY
aAMUHUCTPATUBHOTO yIPABJICHUS.

17. BHeniHee OoKpy»KeHUE, BKIIOYAask SKOHOMUKY, MOTPEOUTEIbCKUE PHIHKU, TEXHOJIO-
TUH, TIOJIUTUKY U KYJIbTYpHBIE ()aKTOPHI, U3BMEHSETCSI OUE€Hb OBICTPO.

18. KoMmnanuu cuuTaroT Bce 0o0Jjiee BaKHBIM COOMpaTh MH(OPMAIUIO O CBOMX KOHKY-
peHTax.

19. UropHsbiit Ou3Hec sBISIETCS OJHOM M3 Haubosiee OBICTPO Pa3BUBAIOIIMXCS OTpac-
Jen.

20. Be1 6outech koHKypeHiun? — Koneuno, Ho Hamia ¢pupma ceidac sSBISETCS OJTHUM

U3 MUPOBBIX JIUACPOB, U MBI COOMpaeMcs OTKPBIThH ¢unuansl B EBpone u ABcTpanuu.

XVI. Read the text.
Management Skills

Effectiveness of managers’ activity depends on

N certain important skills. These skills can be divided into

seven different categories: conceptual, decision making,

% analytic, administrative, communicational, interpersonal
and technical.

1. A conceptual skill is the ability of a manager «to
see the general picture» of an organization. Managers
must understand how their duties and the duties of other
managers fit together to plan their activity in a proper
way and get the required results. This skill is very
important for top managers as it helps them to plan

«super goals» and develop proper strategies for the whole organization.

2. A decision making skill is the ability of a manager to choose the best course of
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actions of two or more alternatives. A manager must decide the following:
e What tasks and goals must be achieved?

e What strategy must be implemented?

e What resources must be used?

e How must the resources be distributed?

e What kind of control is necessary?

In short, managers are responsible for the most important decisions that are
necessary to carry out any organizational activity.

3. An analytic skill is the ability to determine the most important problem of
many other problems and identify the causes of each problem before implementing the
proper action plan. This ability is especially important for top managers as they have to
solve complex problems.

4. An administrative skill is the ability of a manager to keep to the organizational
rules specified for the production process, within a limited budget, and coordinate the
flow of information and paper work in his group and in other groups.

5. A communicational skill is the ability of a manager to share his ideas and
opinions with other people both orally and in writing. This skill is a decisive factor of a
manager’s success. Some investigations show that top managers and middle managers
spend approximately 80 % of their work time in communicating with each other.

Thus, a communication skill

enables managers to hold meetings,

/ .
write clear letters and explanatory A
N
notes, make reports, etc. -
6. An interpersonal skill

(psychological skill) is the ability to
deal effectively with other people
both inside and outside the
organization. It is the ability to
understand the needs and motives of other people. This skill is very important for a

good psychological atmosphere for successful activity in the common work in future.
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If the interpersonal relations are good, a manager will be successful in getting a support
in the development and implementations of organizational plans.

7. A technical skill is a specific competence to accomplish a task. The lower is a
manager’s level in the organization, the closer i1s his/her connection with the
production process. Thus first-line managers have the closest connection with the
production process. They need high technical skills to provide technical guidance for
the subordinates. Top managers don’t need these skills as much as first line managers

but technical knowledge is useful for all the managers.

XVII. Translate the words and word combinations into Russian. Find synonyms

in the dictionary:

Important skill; decision making skill; to gather and disseminate information;
interpersonal skill; needs and motives; to negotiate; feasible; subordinate; peer;
superior; cooperative relationship; trade association contacts; to transmit information;

ultimate goal achievement; cash flow; information flow; to enable.

XVIII. Translate into English. Find synonyms in the dictionary:

[Ipou3BOACTBEHHBIN MPOIECC; MACTEPCTBO; I€Jb; 00pa3 NEeUCTBUNA; OCOOBINA; CO-
IJ1aCOBBIBATH(CS1); CIIOCOO; BBIMOJHSTE; MPEANUCHIBATh; CTUMYJI; 3aBEpIIaTh; 3aJaHuUE;

OJIaroNpUATHBIN; HEOIArONPUSITHBIN.

XIX. Translate into Russian:

1. The process of communication places the manager at a strategic point to gather and
disseminate information.

2. Due to increasing domestic and foreign competition decision making skills has been
gaining in importance as a means of encouraging innovations.

3. An interpersonal skill is very important when dealing with such problems as strikes,

copyright infringements and energy shortages.
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4. Job demands, job constraints and job choices are the factors that have an impact on
a manager’s work agenda.
5. Managers show a strong preference for verbal communication preferring to com-

municate through phone conversations and informal and formal meetings rather

than depending on more formal written reports.

XVIL. a). Read, pay attention to the given variant of translation. Be ready to render

some ideas from Russian into English.

b). Do you agree with the ideas discussed. If yes, explain why. If not, give

your reasons.

The Spirit of an Organization

After Peter Drucker «The Practice of Managementy

Two sayings sum up the «spirit of an
organization». One is the inscription of

Andrew Carnegie’s tombstone:

Here lies a man who knew how to
enlist in his service better men than

himself.

The other is the slogan of the drive to
find jobs for the physically handicapped:
«It’s the abilities, not the disabilities, that
county.

Management by objective tells a ma-
nager what he ought to do. The proper
organization of his job enables him to do
it. But it is the spirit of the organization
that determines whether he will do it. It is

the spirit that motivates, that calls upon a

ITonsatue «IyX

MOXHO IOABITOKWUTHL IABYM:A BbICKA3bIBa-

OpraHu3anum»

HusMu. OJIHO U3 HUX — 3TO HAJNUCH Ha
naMmsaTHUKe DHpro Kapueru:

371eCh JICKHUT YCJIOBEK, 3HAIOIIHMH,
KaK MpUBJIEYL K ceOe Ha paboTy JOJNCH,

Jydlinx, 4€M OH CaM.

Hpyrum OyaeT J03yHT MOOYIUTENb-
HOTO MOTHBAa TIOMCKa pabOTHl JJIA HWH-
BAIUIOB: «Jlm HAc BaXXHBI TOJBKO
CIIOCOOHOCTH, a HE HECIIOCOOHOCTH.

PykoBOoACTBO (PUpPMBI CTaBUT TEpen
MEHEKEPOM OMpeNeTICHHbIE 3a7auil B
COOTBETCTBUH C IIEJISIMH, CTOAIIUMU TIe-
pen Hero. Xopolias opraiu3anus padoThl
JA€T €My BO3MOXKHOCTh HMX BBITIOJHUTS.

OnHako UMEHHO JIyX OpPTaHU3alMU OIpe-
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man’s reserves of dedication and effort,
that decides whether he will give his best
or do just enough to get by.

It is the purpose of an organization to
«make common men do uncommon
things» — this phrasing is Lord Beve-
ridge’s.

There are five areas in which practi-
ces are required to ensure the right spirit

throughout management organization.

1. There must be high performance re-
quirements; no condoning of poor or
mediocre performance; and rewards must

be based on performance.

2. Each management job must be a re-
warded job in itself rather than just a

step in the promotion ladder.

3. There must be rational and just

promotion system.

4. Management needs a «charter»
spelling out clearly who has the power to
make life-and-death decisions affecting a

manager; and there should be some way

JICIISICT, BRITIOJIHUT OH UX uiau HeT. MeH-
HO JIyX MOTHUBHUPYET U OJUIIETBOPSET OC-
BOOOXKJICHHE YEIIOBEUCCKHUX PECYPCOB,
BJIOXHOBJISICT, HAMpaBiseT YCUIUS YeJO-
BEKa U B KOHCYHOM HTOIE peliaer, Oyaer
JIM OH «BBIKJIQABIBATHECS» HIIH CIEIAcT
POBHO CTOJIBKO, YTOOBI «OTJETATHCS.
Ilenp opraHmszauum — «3aCTABUTH
OOBIYHBIX JIOJIEN AeJIaTh HEOOBIYHBIE Be-

mm» (3Ta (ppaza npuHaAIISKUT JopAy be-

BEPUIIKY).
CymectByeT 5 TpeOOBaHUM, KOTOPHIE
HY>KHO BBITIOJIHATh, YTOOBI COXPAHHUTH

HaJIeKaIyl0 atMochepy B OpraHusa-
WY,

1. TpebGoBanuss kK paboTe MOKHBI
OBITb OYEHBb BBICOKH;, HUKAKOU TEPIIUMO-
CTU K IUIOXOM WIM TOCPEICTBEHHON
paboTe; J00bIe (HOPMBI TOOIIPEHUMN 10J1-
KHBI OBITH OCHOBaHBI Ha KadeCTBE
paboTHI.

2. JIro0ast pykoBojsias pabota A0J1-
’KHA paccMaTpUBaThCS KaK Harpaja cama
mo cebe, a HE KaKk HOBas CTYIECHbKa
CITy’K€OHOM JISCTHHUIIBI.

3. HomxHa CylllecTBOBaTh paluo-
HaJbHas W CIIpaBeUIMBasi CUCTEMa IPO/I-
BIDKEHUS 110 CITYKEOHOM JIECTHUIIE.

4. lns pyKOBOJCTBAa HeoOXoauMa
«XapTUs» ¢ YETKUM OIPEIeIICHHEM TOTO,

KTO MMEET IMPaBO NPUHUMATh PEIICHUS

IO BOIIpOCaM <GKH3HHU B CMCPTHU» TCX UIIHU
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for a manager to appeal to a higher court.

5. In its appointments management
must demonstrate that it realizes that in-
tegrity is the absolute requirement of a
manager, the only quality that he has to
bring with him and cannot be expected to

acquire later on.

A man should never be appointed to
a managerial position if his vision focu-
ses on people’s weaknesses rather than
on their strengths. He should be a realist;
and no one is less realistic than the cynic.
A man should never be appointed if he is
more interested in the question: «Who is
right?» than in the question «What is
right?».

Management should never appoint a
man who considers intelligence more

important than integrity.

The men with whom a man works,
and especially his subordinates, know in
a few weeks whether he has integrity or
not. They may forgive a man a great deal:
incompetence, ignorance, Insecurity or
bad manners. But they will not forgive
him lack of integrity. Nor will they

forgive higher management for choosing

MHBIX MeHekKepoB. I mocieaHux
JOJKHBI CYIIECTBOBAaTh IMYTH ANEJUIAILINU
B 0o0Jiee BBICOKHE MHCTAHIINH.

5. Ilpu Ha3HaUYEHUU MEHEIKEPOB PY-
KOBOJIUTEJIM U OPraHU3aluu JOJIKHBI 110-
Ka3aTh CBOE IOHMMAHHUE TOTO, YTO MOPS-
JIOYHOCTh JUJISI MEHekKepa aOCOIOTHO
HE00XO0JIMMa, U 3TO €IMHCTBEHHOE Kaue-
CTBO, KOTOPO€ OH JOJDKEH MMETh W3HA-
4ajabHO, @ HE MPUOOPECTU €TO TTOTOM.

Huxkorna Henb3st Ha3HAYaTh HA PYKO-
BOJSIIYIO JIOJDKHOCTH YEJIOBEKa, €CIu
€ro BUJICHHE HAIPaBIICHO TOJIbKO HA He-
JIOCTaTKH JIFOJICH, a HE HA UX JIOCTOMHCT-
Ba. TakoM 4YeJIOBEK, KOHEYHO, JOJKCH
OBITH pPEAMCTOM, HO HET HUKOTO MEHEe
peanucTUYHOro, 4emM NHUHUK. Hukorna
HEJIb3s Ha3Ha4yaTh YEJIOBEKa, KOTOPOTO
Oonbiiie  uHTEpecyeT Bompoc: «Kto
npas?», yeM «HTo ecTh ucTuHa?»

Henb3s Takxke Ha3HAyaTh YEJIOBEKA,
CUMTAIOILIETO, YTO yM Ba)KHEE MOPSAO0Y-

HOCTH.

Jltoqu, ¢ KOTOPBIMH OH paboTaeT, u
O0COOEHHO €ro MOJAYUHEHHBIC CIYCTS He-
CKOJIBKO HEJEJIb TOYHO y3HAIOT, TOPSI0-
YeH JIM OH M HackoJibko. OHH CMOTYT
MPOCTUTh YEJIOBEKY MHOI0€: HEKOMIIC-
TEHTHOCTb, IPy0OCTh, HEYMECHHUE XPAHHUTD
CCKpEThl WM IUIOXHEe MaHepbl. OHAKO

OHM HC IIPOCTAT €My HCOOCTATOK IIOPs-
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him. JOYHOCTH. DTOTO K€ OHU HE MPOCTAT U
BBICIIIEMY PYKOBOJICTBY, KOTOpPOE€ €ro

Ha3Ha4YIMJIoO.

XVI. Answer the questions:

. What can you say about management in general?

. Why does a large organization employ many managers?

. What is important to an organization?

. Does the ability to achieve organizational goals require great skills? What are those?
. What can you say about management as a process?

. What main resources are managers concerned with?

. What incentives are used to keep employees content? Why?

. How does an organization obtain financial resources? Give some examples.

O 0 I3 O U K~ W N =

. What must an organization do to survive?

XVI. Translate and remember:

Hints for the Office Manager or the Boss

You need not go around proving you’re the
boss if you are. So here are some suggestions:
- Don’t order, ask and be polite! It amounts to
the same thing but it sounds — and works —
better.

- Remember that people work with you, not

for you. They like to be spoken of as
associates, not as slaves.

- Keep your promises. It’s important to make a note of every promise — whether it is
something important or something you think less important.

- Criticize, if you must, only in private — and do it objectively. Never criticize anyone

in public or in anger. And that goes for the mail clerk as well as for your assistant.
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People forget how fast you dida ]0b - but
" enenlg oy el 84°

{5 But if you really want to be a success as a businessman, promise yourself:

- to be so strong that nothing can disturb your peace of mind;

- to talk health, happiness and prosperity to every person you meet;

- to make all your colleagues feel that there is something in them;

- to look at the bright side of everything and make your optimism come true;

- to think only of the best, to work only for the best and expect only the best;

- to forget the mistakes of the past and press on greater achievements of the future;

- to give so much time to the improvement of yourself that you have no time to
criticize others;

- to be too large to worry, too noble for anger, too strong for fear and too happy to

permit the presence of trouble.
XVII. Read the text:
Criticizing an Employee Often Produces Angry and Defensive Reactions

Staff appraisal interviews are no fun. Many managers simply do not bother as they
are worried about how the staff may act to criticism of their work.

Yet telling the staff how they are doing can motivate and it can produce extra
efficiency and performance. Feedback is especially important for new recruits to help
them to find their footing.

Criticizing an employee often produces anger. Comments such as «are you saying
that I am not doing my job properly» or «do not treat me like a child» or even profanity
are frequent defensive reactions.

It 1s recommended to start with an agreement about the way you intend to work
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together and to share information.

This type of agreement not only works for individuals but for teams or groups as
well.

When talking to the staff ask — do not tell; describe — do not judge; stick to
behaviour — not personality. The advice is even more important for a small business
with some employees for one member of the staff with the sulks can upset all the
others and therefore lower efficiency.

Ask your staff what they think about their performance and ask them to find an
area where they think they are weak or could do better or strong.

Sometimes you can see a manager catching the late arrival of an employee. He
greets the employee with a stern look, crossed arms in a condescending manner and
gives him a lecture about how many times he has been late recently and puts a snide
question asking what he is going to do about it.

The correct approach would be to ask if there is a problem causing him to be
always late. This should also be done in private not across the office or factory floor

thus giving the employee the privacy of discussing matters.

XVIII. We want to attract your attention to the two main problems to help to remove

the air of doom about talking to the boss:

1. Managers’ confidence to talk to the staff.

2. Handling adverse reactions.

XIX. Answer the questions:

1. Why do not many managers hold appraisal interviews?

2. What may be the result of telling the staff how they are coping with their work?
3. Why is feedback especially important for new recruits?

4. What can criticizing an employee produce?

5. Can we say that anger and even profanity are frequent defensive reactions of
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critisized employees?

6. What kind of advice of talking to the staff is given in this text?

7. What should be the correct approach of a manager to the late arrival of an
employee?

8. Why can wrong talking to the staff lower efficiency?

9. It is recommended to talk to an employee in private or across the office or factory
floor?
10. Do you think it is correct to have an agreement with employees about the way you

intend to work together and to share information?
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Part 11

I. Read the text:

THE BANKER
by L. Waller

Woods Palmer has just been appointed Vice-President of the magnificent United Bank of America.
He is not the first in the family connected with banks: his grandfather and father were bankers too.
Now he is talking to Virginia Clary, who is in charge of Bank’s public relations and is trying to give

her his idea of banking and money.

It was easy enough, he told himself, to let pleasant conversation with an agreeable
dinner partner. He glanced up at Virginia Clary.

«We haven’t even begun making a dent in your colossal mound of banking
ignorance», he pronounced.

Her eyes widened. «I’m beginning to feel
like a terrible liability to the firmy.

«Take comfort from the fact that you

probably know more than most of the people in

S~

the shop».

«I know about interest rates and personal

loans and amortization and the Federal Reserve and like that», she rattled off. «What
am | missing?»

«As we say in public relations, the Big Picturey.

Palmer looked up as the waitress brought their coffee. He watched Virginia Clary
add cream and sugar and stir it with slow, full sweeps of the spoon. «Something I said
before», he began then. «About money being as important to modern man as air and
food. That’s the frame of reference you have to understand».

«Believe me, no one has to explain the importance of money to me».

«Let’s call it the necessity of money», he amended. «There are still places on earth
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where you can trade a dozen spearheads for a side of dried beef. But they’re not the
places where history and progress are being made».

«These miserable bartering folks have no A-bombs or moon rockets».

He looked up at her. «You’re baiting me againy.

«Sorry. Mother’s influence. I really do want to know».

«Fine». Palmer sipped his coffee and found it good. «As we get a more highly
organized society, money begins to become more important than anything else.
Eventually, we reach the stage we’re in now. Money buys a man the food he eats, the
clothes on his back, care when sick, the roof over him, his education, his recreation,
everything. Without money, he can’t even die properly, unless he wants to lie in
Potter’s Field. It’s become that sharp a definition: without money, man cannot live or
die with decency».

«Is that good?»

«Probably not», Palmer said. «But we’re not philosophers, we’re bankers. We
supply, safeguard, control and define the most precious commodity of life - money».

«More precious than anything?»

«Suggest some other commoditiesy.

«Health?» she asked.

«Preserved and recovered through money».

«I see. And things like, oh, love or hate. Money buys themy.

Palmer hunched himself forward until both his elbows rested on the small table.
«Try to understand that we’re not conducting a philosophical analysis. A man can live
without love or hate. Without friends. Without the gratification of desires. But he
cannot live, on the material plane, without money».

«That’s only one plane of living», she demurred.

«It’s the life-or-death plane.

«Yes, but I want to get that on the record. It’s only in the material scheme of
things that money is the most important.

«All right. Granted».

She eyed him closely. «You’re patronizing me», she said then. «You don’t for a
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moment grant that life has any other plane than the material oney.

«Not for the purposes of this discussion, at any ratey.

She shook her head almost sadly. «You’re a very hard man to trap», she admitted.
«I’d hate to interview you for a newspaper». She watched him for another moment and
then gave up. «All right», she said. «We’re bankers. We aren’t interested in anything
but the material world. Go on, please».

He sipped his coffee and sat back in his chair. «What do banks do with money?
We keep it in vaults where it can’t be stolen, except
occasionally. We invest it in bonds and stocks and
mortgages and business and personal loans. We handle it. ~
We channel it. We tell it what to do. We mold it and :
teach it. We create it.»

«Money? What do we do, print it?»

«Almost literally», he said.

«s that legal?»

«Perfectly», Palmer assured her. «As a Federal
Reserve Bank, we create a brand-new dollar out of thin air for every four dollars we
take iny.

«Is that good?»

He slapped his hand palm down on the arm of his chair. «Stop asking
philosophical questions. It probably is the worst thing that could happen to the United
States of America and our great-grandchildren will pay for it. But right now it’s the

money that makes our particular mare go».

FOR YOU TO BE DONE:

II. Find the English equivalents for the following and use them in the sentences of

your own:

npoOen B MO3HAaHMSAX; OpeMs; (Qupma; yTEeUThCA; OOIIas KapTUHA; OCHOBA;
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MCHOBasA TOPIroBJIsI; OPraHU30BaTb CHa6)K€HI/Ie; TOBApPbI; YAOBJICTBOPCHHUC )KGJ'IaHI/II\/’I;
CHUCXOOHUTH OO0 KOFO—JII/I60; IMPpOJOJIKAaTh; B COOTBETCTBHH C 3aKOHOM; paMKa.

II1. Find the meaning of the following words in the dictionary:

ignorance; terrible; liability; the Big Picture; the frame; to trade; to barter; to

supply; commodity; precious; at any rate.

IV. Find in the right column the notion defined in the left part:

1. Economic goods which are useful things wanted by 1. mortgage
buyers.

2. The document recording a loan contract; the thing given 2. interest rate
as security.

3. The act of lending on condition that the thing lent will be 3. stocks
returned.

4. The relation between the payment received by a lender 4. to be in charge of
of money and the amount of money lent expressed as a
percentage per period of time.

5. A group of twelve local Federal Banks that together 5. bond
form the central banking authority of the nation under
the centralized control of the powerful Federal Reserve
Board in Washington.

6. Any fixed-interest security that is to be repaid at a fixed 6. Federal Reserve
date in the very near future. System

7. To rule something, to be responsible for an activity. 7. commodity

8. A document promising to pay a sum of money or giving 8. loan

information about existence of a debt.
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V. Find in the text the abstract which can be translated in the following way. You

may give your variant of translation:

«YTO IPOUCXOTUT ¢ JeHbraMu B 0aHkax? Mbl XpaHUM UX B CIICIIMATBHBIX ceidax,
OTKyJla UX MOYTHU HEBO3MOKHO MOXUTUTh. 3aTEM MBI IIPEBpAa€M KaluTal B IIEHHBIE
OyMaru, akiluu, 3aKjiajJHble, B 3aliMbl I OPEINPUATANR M OTACTBHBIX JHIl. MBI
MIPOM3BOJMM TPAHCAKIIMK, Mbl HAIIPABJISIEM JICHBIY MO onpeaeiaeHHoMy pyciy. Kopoue
TOBOPSI, UMEHHO MBI OIPENEIISIEM TO, YTO AENACTCs MPU IMOMOIIM JeHeT. MBI Ipuiaem
JIEHbraM ocsizaeMyro (popMy, U Mbl YUUM UX IIPOU3BOJIUTH ONPEICIICHHbIC NecTBUs. B

KOHCYHOM HUTOI'C MOJKHO CKa3aTb, YTO MbI SBJIACMCA TBOpLAMU ACHCT».

VI. Comment on the following:

«We’re not philosophers, we’re bankers. We supply, safeguard, control and define

the most precious commodity of life - money».

Do you agree that the most precious commodity of life is money?

What professional obligations of a banker do you know?

VII. Replace the underlined words and word combinations by the synonyms from the

text:

1. He is responsible for my education.

. I’d like to spend my holiday at a decent hotel.
. Can you name (propose) any other valuable things?

. A man cannot live without wishes and dreams.

. You don’t for a second believe that money is not everything in life!
. In any case, I don’t want to discuss only for the purpose of discussion.

. That is the scheme you are to understand.

c IR e Y T S S

. That 1s only one side of our life.
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VIII. Choose the correct form of the verb from those in brackets:

1. Money (is, are) everything for the modern man.

2. It was easy to talk to an (agree, agreeable) partner.

3. We live in a (high, highly) organized society.

4. Even health is (preserved and recovered; preserving and recovering) through money.
5. Material plane is only one plane of (live, living).

6. The bankers are very (interested, interesting) in the material world.

[X. Explain the following:

«We create a brand-new dollar out of thin air for every four dollars we take in».
X. Answer the following questions:

1. Who is the main character of the abstract?

2. What do you know about him?

3. What does he consider to be the most precious commodity of life?

4. How does he prove it?

5. Do you agree that money is everything in our life?

6. Do you agree that material plane is the most important in our life?

60



Unat 111

Advertising
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Part 1

I. Read the advertisement:

WHEN ADVERTISING DOES ITS JOB,
MILLIONS OF PEOPLE KEEP THEIRS

Good advertising doesn’t just inform. It sells. It helps to move products
and keep businesses in business. Every time an ad arouses a consumer’s

interest enough to result in a purchase, it keeps a company going strong.

And it helps to secure the jobs of people who work there.

[EE— )

Advertising — that’s the way it works!

International Advertising Association

II. Answer the questions:

. What is the «job» of advertising?

. Why and how do you think advertising helps millions of people to keep their jobs?
. How does advertising keep businesses in business?

. What way does advertising work?

. What do most people think of the art of advertising?

. What do advertisements convince people of?

. What word has a magic effect in advertisements in America?

0 9 N L Bk~ W N =

. Do you know any «magic» words in Russian advertisements?

III. Give the translation and definition of the following word combinations:

Advance advertising; billboard ads; broadcast advertising; classified advertising;
decent advertising; drip advertising; follow-up advertising; inside-the-store advertising;

keyed advertising; point-of-purchase advertising; poster advertising; scheduled ad-
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vertising; screen advertising; subliminal advertising; transit advertising; umbrella ad-
vertising; advertising allowance; advertising credit; advertising media; advertising on
difficult marketing; advertising specialty; to arrange ads; to do advertising; to handle

advertising; to insert an advertisement; to place an advertisement; to put in an

advertisement.

IV. Read, pay attention to the given variant of translation.

Advertising as a

Part I.

Advertising is any paid form of non-
personal presentation and promotion of
products, services or ideas by an identi-
fiable individual or organization. It flou-
rishes mainly in free-market, profit-orien-
ted countries. It is one of the most impor-
tant factors in accelerating the distribu-
tion of products and helping to raise the
standard of living. Advertising cannot
turn a poor product or service into a good
one. But what it can do — and does — is to
create an awareness about both old and
new products and services. So three main
objectives of advertising are:

(1) to produce knowledge about the
product or service;
(2) to create preference for it and

(3) to stimulate thought and action about

Career in the USA

Pexiama mpencraBiser coOoil Jito-
Oyto ormiayuBaemyro GopMmy MpecTaB-
JICHUS W TPOJBIIKEHUS IMPOIYKIIUH, yC-
JYT WU HIEH KaKUM-JIMOO KOHKPETHBIM
YEJIOBEKOM Wi opranuzanuei. OHa npo-
I[BETA€T B OCHOBHOM B CTpPaHax CO CBO-
00/THOM PKOHOMUKOM, OPUEHTHPOBAHHOMN
Ha TOJy4YeHHE MPOOBUTH. DTO OJIWH W3
TJIaBHBIX (DAKTOPOB YCKOPEHUS COBITA TO-
BapOB, CIIOCOOCTBYIOIINM MOIBEMY KHU3-
HEHHOTO YpOBHS. Peknmama He MoOXeT
MPEBPATUTH TUIOXOH TOBAp WIN yCIyTy B
xopommii. OIHAKO TO, YTO OHA MOXKET
cAenaTtb — W JIeJaeT — ATO COOOIIAeT O
CTapbIX U HOBBIX TOBapax M yciyrax. [lo-
ATOMY TPH OCHOBHBIE 33J1a4l PEKJIaMbl —
3TO:

(1) nmarp wmHbOpMamMIO O TOBape WU
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it. YCIIyTE;
(2) co3naTh a1 HUX PUOPUTET;
(3) cTumynupoBaTh MBICIH U ACHCTBUS

MOTPEOUTENS HA UX IPUOOPETECHHUE.

1. Form another parts of speech with the same root from the following verbs.

Translate the words into Russian:

e.g. to advertise — advertiser — advertisement — advertising — advertised — ...

To pay, to form, to present, to promote, to flourish, to accelerate, to distribute, to

produce, to think, to act.

2. Find in the extract given above words with the same roots. Remember them. Make

your own sentences with the words.

W

. Answer the questions:

What is advertising?

What countries does it work in?

Can you explain why it flourishes in free-market countries?
How can advertising raise the standards of living?

How does it form our knowledge on old and new products?

AN AN e

What are three main objectives of advertising?

Part II.

1. Read the text without a dictionary. Pay attention to the words in italics. Try to
guess their meaning.

2. Formulate the main idea of the extract in one sentence.
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Careers in advertising may involve working for advertisers, media, advertising
agencies or suppliers and special services. In opinion of American specialists, at most,
only 35 colleges and universities in the USA have effective programs of advertising
education. Less than 10 offer any truly significant amount of graduate work in
advertising. However, advertising draws people from a variety of educational

background.

V. Here are slogans of some well-known companies. Match the name of the

company with its slogan:

Volvo, Rolex, GSM, Air France, Ericsson, Marlboro, IBM, Swiss Bank
Corporation, Renault, Tuborg, Samsung, United Parcel Service (UPS),
Saab, Toshiba, Glenfiddich (Scotch Whisky), Cartier, LG

«Made without compromise since 1887».

«A safer car for people who care.

Give us a car that can grow with the family».

«It’s nice to meet youy.

«Relax. The most restful position for the

human body is now available on our seatsy.

«Technology that works for life».

«The key to security: a 120-year

tradition in private banking.

«My watch is more than just a watch.

It also makes me feel dressed».

«Probably the best beer in the world».

«The most distinguished tobacco house

in the world. Come to where the flavor isy.

«As sure as taking it there yourself».

«Finally, a PC that doesn’t take breaks
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SO you cany.

«The New 900. Very strong. Very safe. Very Saaby.

«150 years of history and romance».

«These days, I’ve got more choice about

when [ work and when I play».

«One phone, one Europe».

«Since trucks are designed to go from one place
to another, we’ve decided to take them from

the past to the future».

«In Touch with Tomorrow»

«Everyone’s Invited»

VI. Can you match real products and their brand names?

BMW tea

Electrolux toothpaste
Microsoft refrigerator

Dirol cocktail for loosing weight
Slim Fast PC and peripherals
The Pinguin furniture

Lipton cosmetics

P&G after shave lotion
IKEA shampoo

Old Spice coffee

Tchibo cars

Maybelline chewing gum

Sun Silk books

Hewlett & Packard software

White and Healthy detergents
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VII. Can you match the two parts of the following ads? Guess what they advertise.

. Crafted to fit any space, ...

. Skyscrapers can’t make a business successful, ...
. Once you understand the basic swing, ...

. Think locally, ..

. Bond investments offer attractive returns — ...

. We understand...

. The key to corporate finance is ...

. The soul of wine, ...

O© 0 3 O W A~ W N ==

. Combining the two terms forms a new concept in language and television — ...

—_
)

. For 160 years...

[—
[—

. Discover how different we are ...

[E—
\O]

. Saveup to 56 % ...

—_
(98}

. Open an account with Roberto Bank ...

[S—
N

. Where the people who run things ...

—_
|9}

. When you get near the top...

[E—
N

. No choice...

[E—
~

. We give you security...

—_
o]

. One unique solution...

a) Infotainment — that is Super Channel.

b) when you subscribe to Newsweek.

¢) and how very much alike.

d) and watch your money grow into wealth.

€) can stop running.

f) you can see things differently.

g) it’s just a matter of adapting it to different situations.
h) but forward.

1) designed to fit any budget.
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j) 1n finding new ways to do business.

k) after another.

1) it’s what lies behind the company facade that counts.
m) act globally.

n) the pleasure of business.

0) but did you choose the right currency?

p) the king of spirits.

q) we haven’t lost a second.

r) long-term access to a wide range of financial and advisory services.

VIII. Read the text:

Appointing the New Advertising Manager

Harper & Grant is a growing company. It is necessary for a growing firm to
advertise. Up till now the Sales Manager, John Martin has dealt with the advertising.
He employs an «Advertising Agency» to design the advertisements and place, or put,
them in certain newspapers or magazines. An «Advertising Agency» 1s an organization
which undertakes advertising on behalf of the advertiser. It employs artists,
copywriters, etc. who are specialists in the field. Its staff are specialists in buying space
in newspapers or time on radio and television as well. They are usually able to do by
far more professional job than the advertising manager who belongs to the company
and who therefore has a limited experience. However, many firms now employ an
advertising manager as well to liaise with the
agency.

At Harper & Grant John Martin is now too busy
on the sales side to be able to handle the work
involved. He needs an expert to supervise an
advertising campaign, check proofs, make sure that

the agency use the media which best suit the
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company’s interests. The media are the various means by which one can advertise, for
example in newspapers, magazines, on television, on hoardings, large display boards,
etc.

John Martin also cannot cope with the increasing public relations work. This side
of the business involves contacts with the public at large through newspapers,
magazines and television, giving editors correct information about the company and its
products when such information is necessary.

The Managing Director, Mr. Grant has agreed that they should appoint a new
advertising manager who will relieve John Martin of his work but still be ultimately
accountable to him for advertising. In fact, the new department will be a branch of his
Sales Department. However, Mr. Grant is very interested in public relations and insists
that the new adman will be under him for this side of the job.

An advertisement has been inserted in the «situations vacant» column of several
appropriate newspapers, giving details of the new appointment and inviting applicants
for the job.

John Martin has the work of going through the written applications and deciding
which of the applicants have the right qualifications for the post. He will then interview
the selected applicants from his short list and send his candidate or candidates to Mr.

Grant for the final interview.

[X. Translate the following using the text:

a) to undertake advertising, to do by far more than, to be under, to check proofs, to
be accountable; to advertise, advertisements, copywriter, advertising manager,
advertising campaign, to check proofs, public relations, applicant, short list, leaflet,
visualiser, layout.

b) pactymias kKommaHusi, OT UMEHH. .., OTPACIIb, IITAT, MECTO B ra3eTe, OrPaHUYCH-
HBI OMBIT, KOHTPOJIMPOBATh, CPEACTBA MACCOBON MH(OpPMAIUH, CIIPABIATHCS C YEM-

1160, paboTa 1o CBS3HU C 00IIECTBEHHOCTHIO, OBITh B TIOJTUMHEHUH Y KOTO-TH0O.
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X. Answer the question:

What are the main functions of John Martin?
Firstly...

Secondly...

Then...

XI. What is public relations work?

XII. You work for ... company. Design a new product for the domestic and a new
product for the foreign market. Think of a good brand name and design a

package (box, can, paper, plastic wrapping, etc.).

1. Discuss the following:

Who is going to buy your product (What are your target consumers)?

What image do you want (luxurious/ economical/ natural & healthy/ old-fashioned and
traditional/ sophisticated high-tech formula, etc.)?

How much will it cost?

How are you going to market your product?

How and where will you advertise your product (television/ radio/ direct mail/
newspapers, catalogues and magazines/ hoardings/ billboards/ signs, etc.)?

What advertising slogan will you use?

What artistic design will you choose?

2. Prepare an advertising campaign for the product you’ve designed.

XIII. Read and try to understand the most widely used word combinations and

phrases:
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#% Madison Avenue — a street in New York which has become the symbol of Ameri-
can advertising.
#account side — the half of an advertising agency which attracts and keeps clients
(the other half is creative side).

This hotdogger works for an account side (a hotdogger — somebody who hunts for
publicity).
#ad/ advert (GB) — a printed advertisement as opposed to a commercial which
appears on radio or TV.

Can you give me this periodical? I just want to scan for ads.
# adman — a person who works in advertising.
# shop — an advertising agency.

What shops does this adman work for?
% advertorial — a form of advertising (usually practised in newspapers and magazi-
nes) printed in such a way as to make it look like an editorial or an article with the pur-
pose of adding some more authority to the publication as a recommendation of the
product.

Our advertorial will appear in the bulldog tomorrow (a bulldog — the first edition
of a daily newspaper).
% aerial advertising — advertising displayed in the air from balloons/ planes or in
smoke designs.

We use aerial advertising to attract people’s attention especially during the
airshows.
# air-time — time set aside for advertising on TV or radio.

How much air-time do you need to push your products (service, a story)?
% below-the-line advertising — advertising by direct mail, merchandising, etc.

The advertising agency gets no commission for the below-the-line advertising.
& boutique (U.S.) — a small advertising agency often noted for its creativity.

It’s better to work for a boutique than for a zoo agency (a zoo agency (U.S.) — an

acronym for «zero on originality» — an agency that lacks innovation and creativity).
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% counteradvertising — advertising aimed as a reply to a competitor’s advertisements.
When we start our counteradvertising we’ll make use of all our reserve
advantages.
% creative side — the part of an advertising agency that actually creates advertise-
ments.
He has been in the creative side for several years and is likely to be appointed art
director soon (art director — a coordinator of creative work in advertising).
2% double-truck — a two-page advertisement
He thinks a double-truck to be more cost-effective (bringing profit especially when
compared with something else) than a short advertisement.
% freesheet — a local weekly newspaper or a magazine with plenty of advertisements
(which are the source of its revenue) given free to customers.
We have put an omnibus ad in the freesheet (omnibus ad — an advertisement which
covers several different products).
% hyper/ hype artist (U.S.) — an advertiser (a promoter).
This hype artist is a hot (very much in demand) on Madison Avenue.
# knocking copy — any words in an advertisement that is critical of a rival product.
They are using this knocking copy to defeat their competitors commercially.
#* makegood — an advertisement placed once again in a magazine or a newspaper free
of charge because a mistake was made in it when it was first published.
Our makegood has just appeared, now without any mistake in it.
#starch ratings (U.S.) — a method of estimating the effectiveness of an organiza-
tion’s advertising.
According to starch ratings this advertising agency is A1l (the best).
# teaser — an ad that gives little information about a product to make the customers
curious to learn more.
Our teaser ends with a live tag (the voice at the end of a commercial that gives
current/ local information): «For more information see the tomorrow’s mention (a short

item in the press) in the Financial Times».
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XIV. Discuss some methods of advertising. Give examples of ads that:

show a product and explain what it does

show a scientific telling about the product

show a popular personality

compare the qualities of a product with competitors
appeal to consumers’ emotions and feelings

make special offers

® & &6 6 o oo o

use humour, irony and sarcasm

XV. Read and translate the text:

Advertising and Marketing in the Future

Fundamental changes take place in many industrial societies. The main factors are
the following:

The raw materials cost increases. Shortages and the high cost of raw materials
produce and economic and moral pressure to avoid wastes.

Advertising and marketing men can expect rapid changes in a variety of markets
and industries. In energy, there will be a decrease in competitive advertising between
the various types. We will probably see a switch to more educational advertising for
coal, gas and electricity. Advertising campaigns will be directed towards eliminating
waste rather than increasing consumption. In consumer durables there will be a move
away from planned obsolescence. Cars, for example, will be replaced every five to ten
years rather than every three. Total consumer expenditure will fall and price will
become an even more important factor. In manufacturing, small companies will be

squeezed out of existing markets.

XVI. Discuss your ideas of advertising in future.
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XVII. Render:
C IEPBOI'O B3T'JISIAA!

Camas kpaTkas GopMyia BO3ACHCTBUSL pekiaambl Ha mnotpedurtens AIDA* co-
CTOWUT U3 HAYaJIbHBIX OYKB aHTJIMHCKHUX CJIOB, OOO3HAYAIOIIMUX ATallbl «3aBOCBAHMS
kiveHTa. Ha mepBoM mecte — «attention» — A — BHUMaHue. C BHUMaHUS HAYMHAIOTCS
KOHTAaKThI B JIF000M popMe 4eI0BEYECKOTro OOIIIECHNUS.

[IpencraBpTe ceOst BXOAAIUM B KOMHATy, TJ/i€ COOpaioCh MHOTO JIOJIEH, BaM He-
3HAKOMBIX. A BaM HY>KHO TMOJIy4UTb KaKylo-TO MH(OpMaluio, 3a1ath Bomnpoc. K xomy
BbI oOpatuTech? KoHEUHO, K 4eloBeKy, KOTOPBI BaC YEM-TO MPUBIICUET: MOXKET, OH
CTOUT K BaM OJIMDKE BCEX MJIM CUIAUT 3a COJUIHBIM CTOJIOM. VK JTUII0 €ro BaM KaKeTcs
3HAKOMbBIM. W B3I TIPUBETIUBBIN. A MOXET, 3Ta EPCOHA OJIETA SIPKO WIJIA UMEET
Opockyio BHEIIHOCTb. Bam BbeiOOp Oyner Hempous3BobHBIM. Ho crenmanucTsi-

ICUXOJIOTH OIIPCACIIAT IMMPUYNHBI, IIOATOJKHYBIIMC BaC MMCHHO K JJAHHOMY HC3HAKOM-

t)
e

iy.

@

[IprumMepHO B TaKOM k€ TMOJIOKEHUH, TOJO0KEHUU
YeJIOBEKa, ITOMAaBIICrO B IIOMEIICHHE C MAacCON HE3Ha-
KOMBIX JIIOJIeH, OKa3bIBACTCS UYMTATENb, OOpaTHUBIIUMA

CBOH B30p Ha peKJIaMHYIO CTpaHHWIly ra3eTtbl. Ha kakoe

npeioKeHne oH 00paTtut cBoe BHUManue? Ecmu y He-
ro HET 0co0Oi IeTM HAWTH YTO-TO KOHKPETHOE,
pekiiamMa, KOTopas HEBOJIBHO 3allelUT €r0 BHUMaHHUE
JTOJDKHA 00J1a1aTh KAaKUMH-TO CIIEU(UUESCKUMU YePTaMH.

Kaknmu? Ha 3TOT BOIpOC OTBEUAIOT BCE T€ e MCUXOJOTH. M MaroT COBETHI, KaKk
clenaTh pekjiaMy IpHuBJIeKarome BHUManue. [IOHATHO, 4TO peKJIaMHOE TBOPYECTBO,
KaK BCSIKOE TBOPYECTBO, OBIBACT HEIMPEIACKA3yEeMbIM U IOPOM JIOMaeT pPaMKH ITPaBHIL.
Tak MOSABIISAIOTCS «3MOXABHBIEY) PEKIAMHBIC 03apCHHSI, ECBPHI.

B moBceaHeBHOM MpaKTUKE J1€JI0 YacTO OBIBAET MOCTaBJICHO Ha MOTOK, W COBETHI

COKpAIAIOT YCUJIUS CO3JaTeNIel peKsiaMbl B TOMCKE 3aMETHOW KOMITO3ULIUH.
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Bce coBeThl, 01HaKO, MOKHO OOBEIUHUTH B OJHO TpeOOBaHME: YTOOBI peKiIama
oOpaTtuna Ha ce0s BHUMaHHUE, OHA JOJKHA ObITh OPUTHMHANBHOMU, 8bix00Auel U3 psaoa
0OHOMUNHBIX 00PA308.

I'eomeTpuueckas ¢popma. Ecinu Ha razeTHOM JHUCTe NpeoOiafar0oT MPSIMOYTOJib-
HbI€ MAKETbl, BBIUTPBIIIHBIM CTAHOBHUTCS HENPSMOYTOJbHUK: KPYT, OBajl, TPEYroJib-
HUK... A Cpelld KpyroB, €CTECTBEHHO, 0c000€ BHUMaHHE 3aBOIOET (PUrypa ¢ yriaMu.

HBer. CMoTpuM Ha yepHO-Oenyto cTpanuily. M Bapyr 2-3 uBeTHbIx mMakera. [ a3
00s13aTEIbHO OCTAHOBUTCS HAa IIBETHOM H300paXEeHHH. A Xopollas 4epHO-Oenas
KOMITO3UIIMS BBIJEISETCS CPEId MHOTOLIBETHBIX.

Pasmepsbl. [IpuHIMn HapylieHUss MOHOTOHHOCTH M 3/1€Ch 1a€T TOJIOKUTEJIbHbIE
pesynbrarbl. CTpaHula, HCHEHIPEHHAs: «MajoMepkamMu» 1o 12-15 kBajpaTHBIX CaHTH-
METpPOB, a Ha HEW COJMIHAsA CTOCAHTUMETpoBas pekinamMa. OHa W CTAHET JOMUHU-
pYIOLIEH.

Ho ecnu Bce mo 100-150, To kpoxoTyibka Kak pa3 MOXET BHIUTPATh!

JlekopaTuBHOCTb. Eciii npakTUYEeCKH BCE OPUTHMHANI-MAKEThl HAa IMOJIOCE BBINOJI-
HEHBI C TU3aMHEPCKUMHU «HABOPOTaMU», TO JAKOHUYHAS MO O(POPMIIEHHUIO «IIPOCTYIII-
Ka» MOKET CHJIbHEE MPUBJIEYb BHUMAaHUE. XOTS 3TO TPYJIHEE, YEM MBIIIHO U3YKpaIleH-
HOM peKsaMe MooeIuTh CBOMX MHOTOUYUCIIEHHBIX coceloK. OnHaKo ObIBaeT.

To ke u ¢ pamkamu. CKpPOMHBIN paHT CPeU PaMOK C 3aBUTYIIKAMH, KapTyllIaMu
Y TIPOYUMU U3BICKaMHU MOJKET BBITJISIIETh BBIPA3UTEIbHEH.

®otorpapuu. Jla, mbl m00uM pasrisaabiBaTh GoTorpaduu B pexiame. Ho Bce
JOJDKHO paboTaTh Ha HWHIAUMBUIYAIbHOCTh. HaM e JA0Beloch HEAaBHO BCTPETHUTH B
OJIHOM M3JaHUH LENbIA pa3BOPOT € pekiaMoil 00yBU, rae B KaxaoM (!) opuruHai-ma-
KeTe OBUIM 3aKOMIIOHOBaHBI (POTOM300paKEeHMs canoxeK. bbuio mpocto 3abaBHO
CMOTPETh Ha ATH Psiibl IPUMEPHO OJIMHAKOBOW OOYyBU B 4epHO-Oenoi neyatu. OgHo-
oOpasue ChIrpajo 31yI0 HMIYTKY ¢ PeKIaMOoAaTesIMu.

EcTth u npyrue acnexThl B akKTHBU3allMM BHUMaHus. Hampumep, BHIMTPHIBAIOT HE
nepeHachllleHHble MHGOpMalLMel peKkiaMHble NpeaiokeHus. Kak npaBuio, yuTaTelb
Cpa3y OTBOJUT B3MJIAJT OT MHOTOYHUCIIEHHBIX CTPOYEK yOOpHCTOTO TEKCTa.

N nocaennee. O Mecte pa3mellieHus: opuruHaia-makera. Cuuraercs, 4ro HanOosee
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aKTUBHO pa0OTalOT HA BHUMAHUE YIJIbl CTPAHUIbI: MPaBbIi BEpXHUH, 3aT€M JIEBBIN
BEPXHUW, HW)KHUE — IIPaBbli, JIeBbI. HO TalaHTIIMBO clenanHas pekiiama U B IEHTPE

aucTa OyZeT «KOpoJieBOM Oaay.

*AIDA — Attention, Interest, Desire, Action

XVIIL. For your information:

1. One brand might obtain a momentary profitable advantage, but heavy and
sustained market movements are relatively stable for most major companies. This is
the major role of high-volume competitive advertising — to keep any one brand from
gaining a quick ascendancy.

2. Economist John Kenneth Galbraith, among others, has pointed out that large
corporations cannot afford to compete with one another. Their survival is predictated
upon cooperation and market segmentation. In a truly competitive system someone
stands to lose. If General Motors, for example, were to lose, Ford would as well.
American big business has finally learned that everybody has to protect everybody
else’s investment.

3. Occasionally, as happened with Winston, a brand is able through skillful
management (a euphemism for people manipulation) to capture and hold a large
market segment, at least for a while. But this doesn’t happen very often. Most
successful cigarette marketing is a long, tedious effort.

4. The primary function of fashion is simply to sell clothing. The secondary function
1s to make obsolete, out-of-fashion clothing. Both the men’s and the women’s fashion
industries are efficient — and highly profitable — systems of planned obsolescence for
the multi-billion-dollar textile industry.

5. At least a billion dollars is spent annually in the United States on drug advertising.

It 1s impossible to know the exact amount. Americans are taught from infancy that any
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discomfort, anxiety or systemic irregularity can be handled, for a small price, by some
chemical or another. Intense pressure is exerted upon every citizen to resolve his
emotional (psychogenic) problems with various medicinals, pharmaceuticals,
remedies, drugs or any of the other labels used to describe these extremely profitable
products.

6. Popular music is skillfully marketed to specific groups and subgroups within the
society with an intensity that would make any salesman blush with envy. A record
might be produced and marketed for several markets but producers usually aim at
specific targets: the preteen, eight to twelve; early teen, thirteen to fourteen; midteen,
fifteen to sixteen; late teen, seventeen to nineteen; and postteen, over twenty. Rarely
will a single recording artist or group hit across the board, selling to all the markets.

7. America’s most honored, celebrated and profitable forms of addiction involve
alcohol, tobacco and drugs — the three highest-profit products manufactured and
marketed in modern society. The cost of selling these three products, of which
advertising is only a portion, is also the highest for any manufactured product in
America.

8. Many individual journalists appear to believe that advertising really does not sell
anything and is a losing proposition for advertisers most of whom are buying ads out of
habit. But in America it is virtually impossible for any publication to survive without
advertisers. Advertising predicates its effectiveness upon the high-credibility source
with which readers will associate the ad. Since advertising effectiveness directly relates

to this credibility factor, newspapers can claim a very high level of sales effectiveness.
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Part 11

I. Read the text:
STRANGE ADVERTISEMENTS

Strange advertisiments are sometimes to be read in American newspapers.

Jane, a young typist, often looked through them just for fun. One day she came
across a very strange advertisement indeed. It was as follows:

«A young man, clever, easy to get on with and good-looking, wishes to marry but
has no means to support a wife. To get one and the necessary money to support her he
has had the following idea:

One thousand numbered tickets will soon be printed and sold for fifty dollars each

at the kiosk in Lincoln’s Square. Only pretty girls, easy to get on with f?‘

<5
14

and no older than twenty-five can buy a ticket. When all the tickets
have been bought, the young man will draw one number and it will

be printed in another advertisement together with his address. In this

way the lucky girl will get a good husband and the necessary means
to start life together with himy.
Jane laughed at the strange advertisement and wondered how it

was possible to have such a crazy idea. Suddenly she thought of

George and stopped laughing. Could it be? Yes, it could. It was just v
like him. She had known George for many years. They had been schoolmates and after
leaving school they had often met. He had asked her several times to marry him but
though she was very fond of him she had refused as he was not reliable. The strange
advertisement made her think of him now because he had always been full of crazy
ideas about making money in the easiest possible way. She had told him time and time
again to stop being silly and get a steady job but it had done no good. She had not seen
him for over a year and she wondered where he was and what he was doing now. She
missed him badly and worried about him but she was sure she had been right in

refusing to marry him. Every sensible girls wants a reliable husband and Jane was a
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sensitive girl indeed. Suddenly the telephone rang. She answered it.

«Jane Taylor speakingy.

«Hallo, honey! How are you? Remember me?»

«George!»

«Yes, of course. May I come and see you?»

«But where have you been all this time?»

«I’1l tell you everything. Wait for me, I won’t be long.

And before Jane could say anything more he had rung off. He must have been quite
near because in a few minutes he was with her telling the story:

«When you refused me last time I couldn’t stand this town any longer. I wanted to
disappear, but didn’t know where to go. Then I met Fred Johnson — you know Fred, he
was at school with us. His father has that big department store in Lincoln Square. At
first Fred laughed at me when I told him I’d like to leave and get a job anywhere but
here. He knew of my crazy ideas and that I had gone from job to job, always looking
for the easiest possible way of making money. He spoke to me just as you would have
done. He said that only a steady job and hard work meant making good money and
that it was high time I stopped being silly and acted like a sensible man. I asked him to
give me a chance and promised I’d do my best if he helped me and he did. He got me
a job in New York in the department store of his father’s business friend. They made
me work from early morning till late at night. I had never worked hard before, I was
dead tired and at first I thought I couldn’t stand it. But I had promised Fred. I was
grateful to him and I kept thinking of you all the time, so I kept my promise. They saw
I was doing my best and they were pleased with me. Little by little I began to enjoy
my work, going from department to department and learning everything about the
business of buying and selling. I saw it was good to have a steady job and to be doing
something useful. When I had been there for a year, Mr. Ford, the assistant sales
manager, fell ill and they said I could try my hand at his job. I was delighted, of
course, and did my very best to show that I could manage. Then one day I got a letter
from Fred. He wrote that his father knew everything about me and would like to give

me that job of assistant sales manager at his department store here. By that time I was
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missing you so badly that I wanted to come back more than anything. Of course I
couldn’t leave at once, but as soon as Mr. Ford was well again I did. So here I am,
honey. Will you marry me now? I’ve got a good, steady job at last. You wanted a

reliable husband, didn’t you?»

Q’, @ At first Jane was too happy to speak. She only showed
him the strange advertisement in the newspaper and waited
./ until he had read it. Then she said:
@ «And I thought it was yours. You used to have such crazy
ideas».

He laughed and answered:
«Not that crazy as this one. Besides, it’s all over. Well,

honey, will you marry me?»

FOR YOU TO BE DONE:

II. Render the following sentences in your own words:

. Jane looked through advertisements just for fun.

. A young man seems to be easy to get on with.

. So the lucky girl is expected to have necessary means to start life.
. Isn’t it natural to have such a crazy idea?

. It was just like him!

. He was not reliable!

. It is necessary to have a steady job.

. All her efforts had done no good.

O© 0 I3 & N K~ W N -

. I was dead tired.

[E—
S

. Little by little he began to move to the top.

[E—
[

. My father wanted me to try my hand at this job.

[E—
\®)

. It was all over.
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III. Choose one word in a column for each underlined:

1. She was a sensible girl.
a) sensitive;
b) sensual;
c) reasonable;
d) real.
2. She refused him.
a) gave him a refund;
b) declined to accept;
c) refrained;
d) refined him.
3. He used to have a lot of ideas.
a) dealt with;
b) was secondhand,;
¢) was accustomed;

d) had no need of.

I'V. Retell George’s steps of a career.

V. The story is not finished. End it.

VI. Explain the meaning of the following sayings and use them in a natural

conversation context:

1. Easier said than done.

2. Well begun is half done.

3. No sooner said than done.

4. What is done can’t be undone.

5. If we can’t do as we would, we must do as we can.
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6. Do as you would be done by.
7. What we do willingly is easy.

VII. What proverbs can be used to describe some episodes of the text?
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