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| BBEAEHUE |

Hacrosee nocobue npeaHa3HaueHo s CTYACHTOB BCEX Cieluab-
HOCTEIA, a TAKKE JIML, M3yUaOLIUX AHITMACKHH A3bIK CAMOCTOATENLHO.

B nocoGuu oTpaxeHbi OCHOBHbIC BONPOCHI, HEOOXOANMBIE MPH YCT-
policTBe Ha paboTy KaK B POcCHH, TaK 32 pyGesxom. C nOMOLIBIO IAHHOTO
NOCOGHS CTYAEHTH MOTYT HAYUHThCA YHTATh THIIOBbIE OOBSIBACHHA O Haii-
Me Ha paboty, THCaTh NMChMA -3asBICHUS, PE3IOME, asrobuorpaduio, 3a-
ALOJIHSATH COOTBETCTRYION{E BIaHKH,

B nocofuu cogepxutes uyhopmanus, neodxoaumas Jis NOAroTos-
k¥ K cofecesoBaHHIO, 2 TAIOKE PAJL I0JI@3HBIX COBETOR A YCIICIUHONO TPY-
JIOYCTPOHCTBA.

[Toco6ye COCTOMT 13 TeMaTHUECKUX Pa3AelioB, BKIIOYAIOLIHX B ce0st
TeopeTHYeCcKui MaTepHall, 00pasubl THIIOBbIX IOKYMEHTOB H HCEM, PaK-
THYECKHE 3a/]aHH L.

B noco6uy faeTcs CpaBouHblii MATEPHA  TEMATHHUECKHH CIOBAPb.




[3SHATD CEBSI KNOWING YOURSELF |

TIpexie, uem HauaTh OKCK paboThl, HYKHO MPOBECTH MOUCK B cebe.
Yro BB B ACHCTBUTENLHOCTH X0oTHTE Aenars? Hora HeoOX0MMO CTaBHTh
ceGe GmKalLIyIo L€k, KOTOpast 1o CMECTBY OyAeT ITanoM Ha nyTH K Ba-
Lieit koHeuHoi yenu. Hanpumep, Bbl XOTHTE paboTarTh aHATUTHKOM KOMITb-
FOTEPHBIX CUCTEM, HO Y Bac eflle HET JOCTaTO4HOTO ONBITA, TIOITOMY BaM,
BO3MOXCHO, IPUIETCA HOHAYANY nopaGoTarh POrpaMMHCTOM H MOCTENCH-
HO JBHIaThCA AANbilie.

BaM Clie/lyeT Y4eCTb TaKoke Balli 0COOBIE YMEHUA 1 CHOCOOHOCTH,
CoOBNAaAloT 11 OHH ¢ Bameil popMaibHON NOATOTOBKOH I ITO HTO-TO
TaKoe, YTO BbI BocnuTau B cebe camu? UTo BbI B NeficTBUTENBHOCTH XO-
tHTe nenars? JiroGure nu Bbl paboTaTh CAMOCTOATENBHO UIH BMECTC €
npyrumu? [TpeanoynTaere au Bbl ObiTE CAMOMY cebe xozaunom? Kakue y
BAC CHUIBHBIE WK Cabbie cTopoubi? Kakux ycniexos Bet 100uucs? OueHnb
BaKHO UMETb SCHOE MPEACTaBIEHHE O cebe caMmoM, YTo0bI Bbl MOFIIH “TIPO-
nath” ce6a padorozarento. Ec/iu BaM HyXHa MOMOILb B OUEHKE CBOMX BO3-
MOXHOCTEH, BBl MOFIH 6bl MPOCIIYIIATh CHIELUANbHBIH KYpC 1O BBIGOPY
npobeccun, KOTOPbIi MOXKHO HaiTH B LIKOJE, YHUBEPCHTETE MK aICHT-
CTBE 1O TPYAOYCTPOHCTBY.

TMouck pabots (looking for a job) 1 TPYA0YCTPOUCTBO {employment)
OCYUIECTBIISIOTCS B HECKOJIBKO 3TANOB.

Kak npaBuio, cHauyana NpOCMAaTPHBAIOT ra3eThl (look through
newspapers) , B KOTOPbIX Ie4aTaloTcsi 00bABICHHA O [IPHEME Ha paboty u
UMEIOIIUXCS BAKAHTHBIX MecTaX. Takue 0GbABIEHUA MOXKHO HAHTH B CrIe-
UHATI3MPOBAHHBIX KOTIOHKAX, KOTOPbIC MMEIOT PasiiniiHbIC 3ar0JIOBKH. Hau-
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Gonee pacnpocTpaHeHHble 3aronoBku: “Vacancies”, “Job”, “Job
Opportunities”, “Personnel”, “Wanted”, “Employment”.

O6bsiBIicHHE O PHEME Ha PaboTy OTIHYAETCA KPATKUM H3TOXKEHNEM
uHdOpMaLKH U, KaK TIPABHIIO, CONEPHKUT CBEACHUS O IPEANONaraeMoM KaH-
nupare (applicant) crenytolero xapakrepa: non (male/female), sospacr (age),
o6pazopanue (qualifications), Bua gokymenta 06 o6pazosanuu (Bachelor
Degree, Master Degree, School leaving Certificate, etc.), npakrudec-
kit ombiT  (experience),  3HaHME HHOCTPaHHKIX A3bIkOB (Working
command/fluent foreign language), cemelinoe nonoxenne (single, married),
HanuuKe BoguTenkrCkux mpas (driving license), 3Hanue
nepconansioro komnstorepa (PC skills), Heo6X0RMMOCTD HITH BOSMOXHOCTH
KOMaHIMPOBROK (travel), FOTOBHOCTD K NEpEE3y B APYTOH HACENICHHbIH MTyHKT
(to relocate), obuue cBeenHs 0 Ipeanonaraemol saprnare (salary/wages),
BO3MOXHOCTb nostyueHus npemuit (bonus), NpoAOMKHTETBHOCTD OMJIAYH-
Baemoro ormycka (paid leave), nponomkurensiocts paGouero ans (full-
time, part-time, overtime) ¥ Apyrue csejicHns. B 0ObABICHUSX TAKKE YKa-
3LIBAIOT NOPSAOK 0bpatenus: o6paruthes muuno (apply in person), nosso-
nuTh 110 Tenedony (call, dial) mu6o oGparuTbes no noure (mailing address,
write) unu no dakcy. Kpome toro, B o6bapiennsx MOKET ObITh JaH nepe-
yeHb HEOOXOIUMBIX JOKYMEHTOB: KOTIUH JOKYMeHTOB 00 0bpa3osaHuu, pe-
3loMe Wiy aBrobuorpadus (resume, CV, curriculum vitae), 3assnenue
(application), pexomenarensHoe nuckMo (references) u 1.

C yuetoM cTuitsi OGBABICHHH, He0OX0AUMO 3HATh COKPALLEHMUSL, BCTpe-
yaromuecs B 00bIBIECHHUX 0 HalimMe Ha pabory (cM. [Tpunoxenue 3)

O3HaKOMbTECH C HEKOTOPBIMH IpHMepamMu 00bsiBneHuH. Kakoe 13 Hux
Bam kaxxeTcs npusiekarenbHeiM? Houemy?




Independent Media
IKTISAT BANK (Moscow)
has the following vacant positions: IS CURRENTLY LOOKING FOR A
Deputy Chief Accountant PERSONAL ASSISTANT

You should be currently working in the same positions or alternatively

possessing the signature authority and work in bank audit department of local
The right candidates should have the following qualifications:

Audit Company
Financial Controller o Excellent knowledge of RAS and Russian taxation
You should be currently working in the same position or possessing that | * Tax planning
experience and work for a local Audit Company in taxation department (with a » Working experience of GAAP
command on budgeting). « Three or four years experience in a similar capacity with large foreign
Teller company
Satisfactory understanding of accounting is required. e Good English

All positions require working knowledge of English but not a must.

Submit a resume to Olga Sadkova via fax 232-9280
Pease fax your CV in English to 725-1025 Please mark the desired position

Independent Media is a privately owned company, whose subsidiaries

An established multi-national company seeks include The Moscow Times, The St. Petersburg Times, Kapital, Kariera,

Cosmopolitan, Harper's Bazaar, Good Housekeeping, Marie Claire, Playboy,

Chief Accountants Drive, Yes!, Kyabt imunocreii, Vitrina Food Manager, MiniMarket.
- required for financial and management accounting

L. 3aoanue 1. ITepeseoume 00bAGNEHUA KA PYCCKUG A3BIK.
« supervision of personnel

* PC skills

» experience in food & restaurant business will be an advantage

Financial Controller: 25-40 ner, B/0 (3koHOMHYECKOE, PHHAHCOBOE),
AHITHMUCKUH A3BIK CBOBOIHO, 3HAHME BCEX YHACTKOB paboThl, KOHTPONb 32
JESTENbHOCTHIO (PHHAHCOBBIX H 3KOHOMMUYECKUX OTAEJIOB, OLEHKA U CHU-
eHne GH3HEC-PHCKOB, BEJCHHE OTYETHOCTH N0 3aaHOMY 00pasily, ONlbIT
paGoTsi o 3 Net B WHOCTpanHol komnanuu, ITK (Sun, Oracle). 3/n ot $

Pestovsky Pereulok, 16/2, Moscow, 109004 1000 gross. Tenegon 285-0794 ¢ 10 10 17.
Fax 915-7010

Send resume to:

Market Research Senior Specialist for a Major Multinational
Production Company: good experiences of market research with western
companies and good English a must. You should be ready to relocate.
Proposed salary $ 2000-3300 +excellent package. Code MRS-21. Fax 169-
1070 KPG Resources The Professional Recruitment Service.




Operations Director for a new opening Swedish Forwarding company:
male, up 44 y.o., managerial experience with courier service of forwarding
companies and good English a must. Proposed salary $ 2000 net. Code:
OPD-21. Fax 169-1070 KPG Resources The Professional Recruitment
Service.

Sales Specialists in Insurance, Recruitment or other service business
for a Major Multinational Production Company: experienced, excellent sales
skills and good English a must. Proposed salary $ 1000-1300 + package. Code:
IRS-21. Fax 169-1070 KPG Resources The Professional Recruitment Service.

Personal Assistant, Iﬁ;erprgiéf (Hnﬁﬁbm ﬁomddiﬂﬁk'byxoaounmnﬂ, ne-
pesonuuk) female, 26, Linguistic University graduate, excellent English, good
German, Polish spoken, PC user, 3 years successful experience with Western oil
companies, conducting negotiations, excellent organizer, responsible,
professional, communicative; love tourism, tennis; reading, Irena 120 3795

System Engineer: certified with MCSE, CAN, ACE. Seeks technical
position. Over 4 years of broad experience in IT high-availability system
design ad implementation, system-escalating strategies, new technologies
evaluation, back up recovery planning etc. Hands-on experience with Windows
NT, BackOffice, Unix, Novell, Scala, Platinum. Tel. 309-5505.

Head of Logistics Department at large foreign or domestic company;:
male, 37 y.0., Ph.D. (logistics, transportation), 10-years logistics and
transportation work experience (large Russian and foreign companies), good
knowledge of the leading world transportation companies, large sums
contracting and negotiating, world wide delivery and transportation of all
types of cargo by sea, air, railway and trucks, custom and warehouse
operations, marketing research, personnel managing, work experiences
abroad, fluent English, German, French languages, PC-user. Desired salary
from $2000 net. Phone 956-6126.

Personal Assistant/ Facilities Manager/ HR Administrator/
Professional Interpreter: female, 35 y.o., degrees in HR, office management
and linguistic university. All administrative and legal aspects perfect
communicational and management skills. Tel, 916-4623, Irina
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3adanue 2. Hepeseoume odvas e s HA AHZTUICKUT A3BIK.

PA /Admunucmpamop/ 3am. oupexmopa, 36 net, B/0 JTAHTBACTHY.,
PC, anmmiickuif 9351k ¢CBOOOXHO (ONBIT nepeBofunka + HedT., TeX., KO-
HOM., IOPH/IHY. JIEKCHKA), HEMELIKHii s3bIK 6a30Bbiif, ONbIT B HHOGHPMaX 7
JIeT, SHAYHTENBHBIH OITBIT MPOAAKH YCIIYT, paboTh! C KNHMEHTaMH, yIIpaBiie-
HHUS, OpraHu3alry “c nyns”. Oriau4Helil opraunsarop, oTeeTcTBeHHa. Ollb-
ra 401 957.

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

Homownux 2eHeparbHO20 OUpexmopa, MeHedicep no npodaicam,
npogeccuonansuuili nepegooyuK, BhIiCILEe 00pa3oBaHue, aHNIMACKUH, He-
menxui, ceobondo, IIK (Word, Exel) oTniuHo, 3HaH1He OCHOB (PUHAHCOB,
GyXraaTepcKkoro yyera, MeHeDKMeHTa, MapkeTnnra. J{sa rona oneira pabo-
THI B TOPrOBO# HHOCTpaHHOH xoMnanuu. AnHa 168 - 4096.

aHMMUHCKUH A3BIK CBOBONHO, 3HAHUE BCEX YYACTKOB PaboThl, KOHTPOJIb 32
JEATENBHOCTLIO (PUHAHCOBBIX U 3KOHOMHUYECKUX OTAENIOB, OIEHKA H CHU-
*enue Gu3HeC-PUCKOB, BeleHHE OTUETHOCTH 1O 3anaJHOMY 00pasiy, OnbIT
pabotsi or 3 siet B uHOCTpaHHOi komnaHuu, ITK (Sun, Oracle). 3/n ot §
1000 gross. Tenegpou 285-0794 ¢ 10 no 17.

3adanue 3. Cocmassme oGvaenenue 0 noucke pabomsi.
Yxaorcume oannsie o cebe.




i 3ASIBJIEHUE O IPUEME HA PABOTY  APPLICATION |

Brifpas 01HO Wi HECKONBKO 06 bABNEHNI, KOTOPBIE, HA Bawm B3rnsz,
MOTYT GbiTh OAXOASLUIMMH, CJIEAYET TOATOTOBHTD NaKET HEOGXOAMMBIX 1O-
kymeHTOB. O6514HO B O6BSBNEHUH YKa3aHbI T€ JIOKYMEHTBI, KOTOPHIC HeoO-
xonumo Bbicaars (send) unu npeacrasuts (present). Kak ripaBuiio, 310 3as8-
nesue (application) B ceoboaHolt, npoussosbHOl Gopme. B Takom nuchMe-
sassienuu (letter of application) HeoGxoauMO 00s3aTeNBHO CACATH CCBLI-
Ky Ha rasery (ee HOMEp 4 Aaty), B KOTOPOH BBl TPOHMTAIN OOBABICHUE
(advertisement). Kpome Toro, cnepyer Aarh KpaTkue CBEACHUSA O cebe: 00-
pasosanue (education) , HocneHee MECTO paGoOThl, JOIKHOCTh (position,
capacity), xapakTep BoinonHsiemoii paGotsl (accomplishments). O6bruHO yxa-
3BIBAIOT U NPHUHHbI, M0OyAuBIIHE Bac K moucKy HOBO paboThL: KenaHue
TOBBICHTH YPOBEHb, PACLUMPUTH KPyr 00s3aHHOCTEH, MPodeccHOHaNbHAs
HEeBOCTPeOOBAaHHOCTH, HU3Kas 3apiiiara. B nuchMe-3asBneHHH 4acto €006-
waloT o Bauwseii 3aprnare (salary), Ha nocieaHeM Mecte paGoTsl U O TOH
3aprunare, Ha KoTopyto Bet paccumnThiBaeTe Ha HOBOM MECTe (expected salary).
B nuchMe ciieyer ykasars Baw Tenedon u/unu agpec, no kotropomy Bac
MOXHO NPUITIACHTS Ha cobecenopanue. [l cocrapieHus NMCbMa-3assJie-
HHS He0BXOMMMO 3HATh HEKOTOPbIE CJIOBA K CIIOBOCOUETaHUS. Bhlyunre He-
KOTOPBIE U3 HUX:

To apply for - nonasars 3asBieHne Ha 3aMEILCHHE. ..

Position - ZOMKHOCTb

Capacity - BOJDKHOCTb

To work for (a company) - paGoTtark B/Ha ((pupme)

Qualifications - nokymMeHTsI 06 06pazosaHnu

... years experience in ... - ... JICTHHH ONBIT paGOTHI...

I’ve read Yourad in ... - Sl npountasn Baiue obbsasienue B...

In my previous position - Ha Moeif npeasyiel paboTe/AOMKHOCTH
[ was in charge of ... - 1 orseuan 3a... (51 sanumancs...)
I'supervised ... - 5] orBeuasn 3a...

I participated - 5 ywacrsoBas

I managed ... - 51 pykoBOZHIL...

Work-schedule - rpadux paGoTst

Opportunities for advancement - BO3MOXHOCTH NOBBILICHUS ITO ciyxbe
Salary - sapaGoTHas nnara
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Life insuranse - CTpaxoBaHHE XKN3HH
Health insurance - cTpaxoBaHHe 300POBLS
(Job) interview - cobecenobanue (pu Halime Ha paborty)

TMucsMo-3asBleHHE IMLIETCS 110 IPUMEPHOMY IA0IIOHY:

1. IlpuBercTBHE

Ecnu B 06BSABACHAH YKa3aHO HMS JIN1IA, 3aHHMAIOIETOCA KaIpOBBIMH
BOMPOCAMH, TO OOpallleHHE BHINISAAUT TaK:

Dear Mr. Smith,

Dear Mrs. Jones,

Dear Miss Watson,

Dear Ms Watson,

Ecii 7e HMsl I0/DKHOCTHOTO JInlla He YKa3aHo, crnejlyet oOpaiiarsb-
cs hpasoit

Dear Sir, nnu

Dear Sirs, unn

Dear Sir/ Madam.

2. B nepeom af3aue clepyeT yKas3arh, B Kakol ra3eTe Bbl Npoiu
obbABICHUE.
Vxaxure aary Boixoga razetol. Hanpumep:
«I read your advertisement in the «Evening Post» No. 7 of November
20" 2005".

3. Bo BTopoMm aG3alie 3anpaliuBaioT BCIO HEOOXOAUMYIO Bam ungop-
MauMIo o paboTe ¥ YCAOBUAX HaHMa UM KOHTPaKTa.

4. B nocneaneM ab3ane ykaxuTe, M0 KakoMy ajpecy/Teneony u B
KaKoe Bpems

BaMm MOXHO Nepeaars Npuralieue Ha cobece0BaHue.

«I am available after 4 p. m. on Mondays and Fridays tel.: 698-4-974.»

3aTem yKaxuTe HMEHa 10JUKHOCTHBIX JIHLL /1 Ha3BaHHs YUPEKICHHI,
KOTOPBIE MOrYT JaTh Bam pexomeHniauuu (references).

B KOHIIE MUCHMA HE 3a6y111>Te n06naro;1apmb 3apaHee 3a OTBET U YKa-

3atb CBOM BMs K haMunuio. Hanpumep:
1




. . . O3HaKOMBTECH ¢ 00pa3aMu NHCEM-3aABIEHM.
| «Thank you for you time. Yours faithfully, John Smith» niu P

I «I would be grateful for your consideration. 3ASIBJIEHUE B otBeT Ha o6bsBiCHHE O HaliMe Ha paboTy
‘ Best regards. .
| Vladimir Sidorov».
Sj‘\ ; VpaxkaeMsle rocrnosia!
| Ouenb 4aCTO BMECTO MHCbMa-3asBICH S HEOOXOAMMO 3aTIOIHUTD aH- B oreeT Ha Bame oObapieuune B «/leiinu Tenerpady s npeTennylo Ha MECTO
kery (to fill an application form), B koTOpO#H OOBIMHO YKA3BIBAIOT AAHHbIC cexperaps B Bawelt xomuoanud. Yerpipe roja ToMy Hazal f§ OKOHYMJIA CPEHIOI0
fIHOro T);afni:r(?;?;lame, family name) - QJaMHHHﬂ mxony B Yukaro u Goula mpunsita B qupmy «Dxenepan nextpoHuke». Ilocne
Given name (first namé)-ﬂma | OKOHYaHHS LUKONbE 5 MHOTO paforana Haja (paHiy3cknM M HEMEHUKAM #3BIKAMM,
Date of birth (d.o.b) - Rata poxaeHAs W3yuas MX B YacTHOH JMHrBUCTUMeCkoH mxone. 51 mory Germo roBopuTh no-
Place of birth - MecTo poxqienml {(DPAHILY3CKY M O-HEMEIIKH.

Marital status - cemelHOE HONOXKEHHE
Married/single/divorced - :eHar (3amyxeM)/XonocT (He
saMyskem)/ pa3BelicH (pasBe/iena)

Address/Residence - agpec

Ha ¢upme, rne s ceiiyac paboraio, B MOM OOS3aHHOCTH BXOJMT MpHEM
nocetrrenei, o6paboTka IETOBRIX NHCEM M IPYTOro MATEpUana, OTnpaBka

HCXOAALICH KOPPCCIOHACHUMY, NORIIMBKA MHCCM. S 3Hal0, KaKk NucaTts nox

Phone - Tenedon JAUKTOBKY, TpaHCKpuOHpOBarh CTeHOrpaMYecKylo 3anuch, BBINUCHIBATE CHCT
Educational background-oGpawBaHHe’ dakTypsl ¥ 0OPMIATE TAMOKEHHBIE JOKyMEHTHL. O MOEM XapakTepe MOXETe
Qualifications - TokyMeHTEI 00 0OpasoBaHUM CTIPABHTECH Y -.ooconrereee

School leaving certificate/certificate of secondary education - ar-

TECTar 3pENOCTH, T.€. AOKyMEHT 0 cpeJiHeM 00pa3oBaHuy
Certificate of higher education/B. Degree/M. Degree - muniom By3a
Experiences/accomplishments - onbIT paGoTh ¢ yka3aHHEM MECTa » 3ASBJIEHUE o npueme na paboty
paboThl ¥ JOMKHOCTH

C yBAOXKEHHUEM ......overerrerns

Dear Sirs:

White House & Co Ltd, 69 Puntan Street, London WC2B 3XP ‘. In reply to you advertisement in "Daily Telegraph” I apply for the position of

PLEASE COMPLETE IN BLOCK CAPITALS a secretary. Four years ago, I finished high school in Chicago and was employed by
APPLICATION FOR THE POSITION OF..cc.ooocsrosessseossrersesssnesessnesee | General Electronics Co. Since leaving school, T worked hard at French and German
SUIMAME. ... cvorecvrirecmreresieecrcnsereens FiSt NAME (8)...creeeucerrerrerroeriorcerirenseonencesisnrinses studying these languages at a private linguistic school. I can speak, read, and write
Marital Status........ccocorevnmsieienns TeIEPRONE. ..cevveevcerreeeeeiimress e both languages fluently.
AQAIESS e veve v s eteeesesen et eaee et mstsese s st et et se s en s eeersase e sen e bRk RR s e In the company where 1 work now, I am responsible for treatment of callers
and handing of business letter, dispatching of outgoing mail, filing letters. I know
References: how to take dictation and transcribe shorthand, make out invoices and customs
SIBNAtUIE.....covvrerierererersenir s DALt ceereee e ressesresn e et eir e documents. For information about my character, I refer you 1o ...........

Yours faithfully..............




Yeaxaemsie [N'ocnoaa!

Mue xoTenoch 6l HoayudTs paboTy N0 OOBABICHHIO BO Buepautel «MBHuHr
TMocm. VI3 npriioxeHHoro pesiome Bet yBUMTE, UTO y MEHst eCTh MATHICTHUH ONBIT
paboThi B 0GIACTH MapKeTHHTa M pekiambl. B mon O0513aHHOCTH BXOJAT BCE BHJIbI
cexperapckoti paGoTei, OPraHH3aLMA K MOCELICHHE COBelaHHi, koHepeHmi

npeacHTalmii, paboTa ¢ KIMEHTAMH H PENICHHE BCEX BO3HMKAIOLIMX IPOGIIeM.

XoTs1 MOU HACTOALLMIC HAHUMATEITM HAACKHBI BO BCEX OTHOLICHUSAX, HY MCHA C
HHUMH OTIIMYHLIE OTHOIICHHA, MHE XOTENOCH OBl 3aHATD IOCT, KUTOpBXﬁ Jan 651 MHE

BO3MOMHOCTD NMPHOBPECTH etle GONLLUMIL ONBIT ¥ MPOIBUHYTHCS B ITOH 061acTH.

Bysy Gnaromapha, eciid CMOTY JIHYHO NEPETOROPHTL O MpELnOMaracMoi

pabore. O MoeM xapakrepe Bbl MOXKETE CHIPaBUTECK Y .........e..

CyBAKEHHEM, .....vveeeninenaerneaneees

Dear Sirs:

I wish to apply for the job in your advertisement in yesterday's «Evening Posty.
You will see from the enclosed resume that I have five years experience in the field
of marketing and public relations. My responsible have included all types of
secretarial works, arranging and attending meetings, conference and presentations,

working with clients and solving problems that arise.

Although my present employers are fist-rate and our relations are excellent, I
should like to obtain a post which would pravide opportunities for further experience

and promotion in this field.

I would be grateful if I could discuss the post available in person. For
information about my character, I refer youto ............. ,

Yours faithfully,

3aoanue 1. ITepesedume nucsMo-3an61€HUe HA PYCCKUU AZBIK,
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1010 Payne Drive
Smith Village, NY 10344
June 5, 2006

Mr. Michael Williams Personnel
Director

Park Insurance Company

One Park Plaza

QOakwood, NY 10457

Dear Mr. Williams:

T would like to apply for the position of secretary that you advertised in today's Oakwood
Times.

As you can see from the cnclosed resume, I have both educational training and
clerical work experiences. My typing speed is 65 words per minute. My steno speed is 100
words per minute. 1 am'very eager to advance into a secretarial position such as the one
you have available. I feel that, given a chance, 1 will be an assel to you company.

T would like to meet with you to discuss my qualifications for this job. Yeu can contact me
at 914-555-1865. If there is no answer at this number, you may cail 914-555-0087 and leave
amessage,

Sincerely

Lara Roberts
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3aoanue 2.3anonnume anKenty

APPLICATION FOR EMPLOYMENT
NAME (LAST) (FIRST) (MIDDLE) SOCIAL SECURITY NO.
PRESENT ADDRESS ~ CITY  STATE 2IP CODE AREA CODE TELEPHONE NO,
PERMANENT ADDRESS (IF DIFFERENT FROM ABOVE) AREA CODE TELEPHONE NO.
POSITION APPLIED FOR DATE AVAILABLE
SALARY OR WAGE DESIRED WILL YOU RELOCATE? REFERED BY
ARE YOU A US. CITIZEN? YES IF NOT A U.S. CITIZEN, LIST VISA NUMBER AND EXPIRATION DATE
[ -] ]
NO NUMBER DATE,
WITHIN THELAST 5 YEARS HAVE vEs :
IF YES, GIVE HAVE YOU BEEN EMPLOYED BY OUR DETAILS
YOU BEEN CONVICTED OF A
ON COMPANY?
FELONY? N0 pACKPAGE IF YES, GIVE DETAILS ON BACK PAGE
TNSTITUTION NAME AND DID YOU MAJOR FIELD OF
EDUCATION CLASS STANDING
ADDRESS GRADUATE? STUDY
HIGH
SCHOOL
COLLEGE OR
UNIVERSITY
GRADUATE
STUDY
OTHER
— —
—— —r
PLEASE LIST PAST THREE EMPLOYERS, STARTING WITH MOST
EMPLOYMENT RECORD RECENT. INCLUDE U.S. ARMED FORCES AND VOLUNTARY SERVICES.
LIST YOUR MOST MAY WE CONTACT YOUR PRESENT EMPLOYER? YES NO
RECENT POSITION HELD
EMPLOYER'S NAME DATES EMPLOYED POSITION TITLE
AND COMPLETE EROM IS’;?‘ res NAME AND TITLE OF SUPERVISOR
ADDRESS/PHONE
START __ |FINAL REASON FOR LEAVING
EMPLOYER'S NAME DATES EMPLOYED POSITION TITLE
FROM [To
AND COMPLETE ;
SALARY NAME AND TITLE OF SUPERVISOR
ADDRESS/PHONE START lFlNAL REASON FOR LEAVING
EMPLOYER'S NAME DATES EMPLOYED POSITION TITLE
FROM 10
AND COMPLETE 3
SACARY NAME AND TITLE OF SUPERVISOR
ADDRESS/PHONE START IFINAL REASON FOR LEAVING

3aoanue 3. Cocmasbme RUCOMO-3AAGNEHIE HA OCHO8e Baweux aut-
HbHIX OGHHBIX.

BAILIE PE3IOME YOUR RESUME

Baine pe3ioMe - 370 (aKTHUECKH KPATKOE U3I0KEHHE JIaHHbBIX O BaleM
o6pa3oBaniH, PoPeccHORANbHON MOANOTOBKE, IPOH3BO/ICTBEHHOM OIbITE
H OCTIKEHHAX. OHO CIy>XHT (hOpMANBHBIM NPEACTABICHAEM IS TOTO, KTO
HHTEpPBLIOVPYET BaC WJIM Pa3roBapuBaCT C BaMU 1O MOBOAY paboTsl.

CylIecTByeT Tp¥ OCHOBHBIX CIOC00a OpraHU3aluH pesiome. Hepsbiii
-XPOHONOTHYECKHIA, KOT1a IEPEHCIIAIOTCS BALUM AaHHBIC 110 o0pazoBannio
¥ MecTa paboThl, HauMHasl C OCJIe/iHeH 0 BpeMeHH, U 1a/1e¢ B peTPOCTICK-
TUBHOM nopske. 3areM umeeTcst QYHKUHOHANBHOE Pe3loMe, B KOTOPOM
TOZ(YEPKHUBAIOTCS BallK NPO(decCHOHANbHbIC HABBIKH, & HE IOJOKHOCTH,
KxoTopbie Bbi 3anuMan. [Tocnennuii cocod Ha3bIBACTCS CMELIAHHEIM, B HEM
obbenuHsercs PYHKIMOHAIRHAS U XPOHOJNOTHIECKAs uudopmans. Bei
JIOJDKHBI YKa3aTh B Pe3ioMe CBOIO (aMHUIIHIO, aIpeC ¥ HOMEp TenetoHa, no
KOTOPOMY Bac MOXHO HalfTH, OucaHne Bauleh TPYNOBOH AEATEIBHOCTH,
JanHble 06 06pa3OBAHKH, A TAKKE (PaMUITHN JIO/ICH, 1aBUIMX BaM PEKOMEH-
Jauuu. Bbi MOXETe TaloKe yKasarh, Kakylo paboTy Bbl XOTENH Obl IMETh,
KaK¥M# HHOCTPAHHBIMH A3bIKAMU BAJICETE, IMEETE JIM Y4CHBIC 3BAHHUS. Tle-
PEUHCIIMTE TAKOKE BALIY AOCTHKCHHS.

Baiue pe3toMe A0DKHO ObITh COCT2BIEHO TaKUM o6pazomM, 94Tobbl ero
6BU10 J1ErKO UMTaTh. OHO AOKHO ObITH KPATKUM 1 yeTKUM. OUeHb BaXHO,
4TOBLI OHO Gh1N0 HAMKCAHO ¢ COBIIONEeHNEM npasii opdorpaduu, rpaMma-
THKH ¥ HKTyaunu. ECH Bbl CaMH COCTABNACTE PE3IOME, NIOTPOCHTE 3HAIO-
[LIEFO Y€JIOBEKa, TOBOPSALIETO NO-aHIIMACKH, TOCMOTPETH €70, MPEXKAE HEM
HayHeTe evaTath. Pe3ioMe A0/KHO OBITh HUCTO OTTIEYaTaHO U NIpeCTaBie-
HO B pa3BepHYTOM BHJE.

ECTh CTIEUHATMCTSI, KOTOPbIC 3aHHMAIOTCS COCTABIIEHHEM pesiome. 3a
ONpEJIETIEHHYIO TLIATy OHH HE TOMIBKO COCTABSAT Ballle NIEPCOHANBHOE PEIOME,
OCHOBAHHOE Ha BAILIEM YKeJTAHNH HAWTH MHTEPECYIOLLyO Bac paboTy, HO Taloke
TIOATOTOBSIT E10 110 JOpME, OXUAAEMOil AMEPUKAHCKUMA paboTofaTeNsmu.

CoOCTABMTE M OTNIEUATAIOT BAILE PE3IOME U CAENAIOT CTOJBKO KOMui,
CKONBKO BaM HYXHO. JTO CTOsLIEE BIOKEHUE AEHET, OCOOEHHO, eCIii Bbi
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uiere paboTy, TpebyIoILYI0 TeXHUUECKOH KBanuprKaiun uin npoteccuo-

HanbHOM noaroToBKH. JlJis COCTABEHUS PE3toMe HEOOXOANMO 3HATh HEKO- Words That Describe You
TOpbIE CJIOBA, KOTOPbIE OMHCHLIBAIOT BAllK AOJLKHOCTHLIC 00513aHHOCTH
(words that describe your Work Functions), a Tax xe Ballli JIHYHbIE kade- Active Independent
ctea (Words That Describe You). BelyunTe HeKOTOPbHIE U3 HUX! Adaptable Loyal
' Analytical Mature
C1oBa, KOTOPbIE MOXHO HCTIO/IB30BATh IPY COCTABICHHH PE3IOME: Attentive Objective
Words That Describe Your Work Functions | Broad-mined Optimistic
Analyzed Lead Constructive Pleasant
Collaborated Lectured Cooperative Positive
Creative Practical
Coordinated Maintained o
Conducted Managed Determined Realistic
Completed Organized Diplomatic Reliable
Controlled Participated Disciplined Respective
Created Performed Discreet Self-reliant
Developed Planned Economical Sincere
Demonstrated Programmed Encrgetic Tactful
Devised Proposed Enterprising Talented
Directed Proved Enthusiastic Willing to travel
Effected Provided Fair Willing to relocate
Eliminated Recommended Imaginative
Established Reorganized | 3adanue 1. Ilepesedume npusedentivie gbluie 064 U ebvtbepume
Evaluated Researched ‘ e U3 HUX e KOMopyie XapaKmepusyiom eauly 0eAmenvHocme U 6auty
Examined Reviewed AUYROCHD.
Expanded Scheduled '
Founded Set up
Generated Solved
Improved Structured
Increased Supervised
Influenced Supported
Interpreted Taught
Investigated Wrote
Launched
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O3HAaKOMbTECH C 00pasLiaMH pasIMYHBIX PE3iOMe.

FUNCTIONAL RESUME
Telephone: (761) 333-7201

YOSEF AL-FASI

1430 24" Street, Apt. 7-B

Cranden, Michigan 48117
PROJECT ENGINEER

Supervised several projects related to ajl phases of high way design and rehabilitation,

including problem analysis, budget operation, technical design, and direct field supervision.

INSTRUCTOR

Adjunct instructor of numerous courses related to Civil Engineering and Civil Technology,
including introduction to Civil Engineering, Engineering Math, Highway Design, Highway

Materials, and Drainage Systems.

TECHNICAL WRITER/CONSULTANT

Prepared numerous technical reports describing various projects related to highway design
for public sector, private sector, and international contractors. Assisted in the publication of articles

for local and national trade magazines and newsletters.

COMMUNICATOR
Effective in communicating with contractors, staff, and community members, Able to

handle human relations conflicts in a tactful way. Fluent in French and Arabic.

References available upon request

Name

Address
Telephone
Date of Birth
Marital status
Health
Photograph
Special interest
Education

Subjects studied

Business experiences

References

Resume

Irene Brenda Wilson

21 London Road, Winchester S 14 2HJ
0334 8447 (home) 0328 2598 (work)
2 January 1978
Single
Excellent
Enclosed
Music, foreign languages, swimming, mountain skiing
Comprehensive school in Birmingham °
Bedford Secretarial College
English, French, commercial mathematics,
shorthand, typewriting, secretarial duties,
principles of marketing and public relations
Secretary to Sales Director «General Electricy,
Ltd. Personal Assistant to Export Manager
«Mining Equipment», Ltd.
Dr. S.M.Smith, Principal, Bedford Secretarial
College Mr. D.G.Jonson, Sales Director,
«General Electricy, Ltd. Mr. K.X.Crown,
Export Manager, «Mining Equipmenty, Ltd.




i Pestome O3HAKOMBTECH € 06pa3LioM asrobrorpaduu

! Hms: Alipun Bpenaa Bunscon j Curriculum Vitae

HHorna hupmbl-paborosarenu 3arpaiBaloT BMECTO PE3IOME aBTO-
6uorpaduio (CV, curriculum vitae). B cymnocrn, CV - Bapuant pesioMe.

h
L e gy O
/ Tenegor: 0334 8447 (JIOMa[HHj/lf/‘I) i Name: Colin Brown Address: 21 Lamberty
i 0328 2598 (paboun) r D.o.b.: 1 April 1982 Road Dabu
\“ Hara PO ACHHL: 2 smpaps 1978 Marital Status: Married, no children
Cemeiitoe nonoxeHue: HE 3aMyXKeM ' Education: Qualifications
MM 3noposbe: OTIMAHO® 1993-98 Vacoas High Schoel, Zana School leaving certificate
i @ororpadus: fpriaracTei 978-79 Dabu Technical College, Dabu ~ Diploma in machine
‘ Hurepec: My3biKa, HHOCTPAHHBIE S3bIKHU maintenange and op
, Xobbu: IJ1aBaHHUe, FOPHbIE JIbDKH Diploma in machine
O6pasosanne: Cpenusist ukona B bupmunreme Experiences maintenance and operation
M‘L;“‘ 1979-1584 . 1999 to present - Chalmers Engineering
Kosnsiex o NoAroToBKe cekpeTapei Co., Dabu
“ B Bengopae 1984-198 References
\; Hsyuaemble npeamersl:  AHruiickui, Pppaniysckii, Mr C. Pickering, Vacoas High School, Zana
‘ KOMMepUYecKas MaTeMaruka, cTeHorpadus, Dr D. Clarke, Dabu Technical
il MalIMHONKCh, CeKpeTapcKie 00S3aHHOCTH, College, Dabu
“‘:1 Y4€T, OCHOBbl MAPKETHHIA H PEKIIAMBI Mr J. Chalmers,
: ‘H‘ Henoso#t onbIT: Cekperapb AUPEKTOPA IO COBITY HUPMBI Chalmers Engineering Co., Dabu
"i‘i “Ixenepan Dnexrpuke” Jlumuren Jinunbii Aims
‘N MOMOLIHUK AMPEKTOPA IO SXCIOPTY brpmer At Chalmers I have worked mainly on the production line and done a
' “Maitnunr Mxsunvent” Jlumuren small amount of maintenance work. It is a small company and there is little
’ PexoMenpaumy: JI-p C.M. Cmur, mupexrop konnemxa B bengopae chance of promotions or variety. I would prefer to work in an expanding
J;’ T-1 JLT. Jlxoncon, aupextop 110 c6bity { company where 1 would have the opportunity of putting my technical skills
ﬁ’ dupmbt “[bxenepan Inextpuxe” Jlumuten to good use. For personal reasons I would like to live in Zana.
H -1 K.K. KpayH, gupexTop 1no akcrnopry
M Gupmet “Maiitunr Mksnnment” Jlnmuten 3aoanue 1. Ilepesedume pesiome (upmsi, nocauiee PeKIamMusii
/| xapaxkmep
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3aoanue 3. 3anonnume 61ank asmoduozpadun HaA AHZTUACKOM

RESUME A3bIKeE.
The World's No | International Air Express Carrier is looking for position of your Business Curriculum Vitae
Partner Name:
\' D.ob.:
Name: DHL Worldwide Express ;
Marita! Status:
Business Activity: Express transportation of parcels and documents world wide Address:
Management Experience: 30 years of international working experiences. Tel no:
Staff - 63,000 employees. Air Fleet - 222 planes. Education
Land transport - 17,000 cars " Dates ""Séhool/Collegc o Qualiﬁcations
Professional Skills: We never sleep and are available 24 hrs a day in 227 countries
Mission: To keep our promises
Languages: 325 languages and dialects (fluent) Experience
es Employer and Address
Personal Attitudes: High professionalism, reliability Dat ploY
Interests: Traveling
Contacts: Phone (095)956 1000, 961 1000 Fax (095)974 2105, 974
References
2106
Address: 3" Samotechny pereulok, 11.
103473, RUSSIA, Moscow
www.dhl.ru
Looking forward to future cooperation. DHL. \

3aoanue 2. Cocmasbme peslome HA 0CROGE Baiux 1u4nbix OGHHbIX.
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COBECEJIOBAHME THE INTERVIEW

S

Wrak, Bbl 1OroOBOPUITHCH O BCTpEYE 110 Tee(OHY, THCHMOM HITH JIHY-
HO. JTO KPUTHYECKOE BPeMsl B BaLiMX IIOMCKaX paboTsl. [TepBoe Breyatie-
HHE, KOTOPOE Bel NPOU3BEAETE, camoe BaxxHoe, [pexae, uem oTnpaBuThCA
Ha cobece0BalKe, MOCTApaHTECh Y3HATH BCe, YTO BOIMOXHO, 0 GupMe, ee
npoaykuuu u ycnyrax. [Tocrapatiteck noropoputs ¢ keM-1u6o, KTo Tam pa-
Goraet. [leno B 1oM, uTo coGeceaoBanue AOHKHO ObITh AHanoroM. Yem
Gonbiuee yuactue Bbl IpUMHTE B Gecesie, 3a1aBasi BONPOCHI i BEICKA3bIBA-
SICh CO 3HAHHEM JieNIa, TeM JIyyllee BREeHaT/IeHHe Bbl Mpou3Be/iere. Yoenu-
TECh, YTO BbI B3ANH ¢ COOOH Bce HeoOXOAMMbIe IOKYMEHTBI, BKIIFOUAS €ILe
OJIHY KONMIO BallICI O PE31OME, €CJIN Bbl YKE NpEeACTABUITIH €10. BoseMmuTte ¢
co6oit 6/1oKHOT M pyuKY fuis 3anuceit. Moo 3anucath B 6710KHOTE T106bie
BOTIPOCHE, KOTOPbIE ¥ BAC BOSHHKHYT, U, TaKHM 06pa3oM, 6bITh FOTOBBIM K
nonpo6roit 6ecene. [ocrapaiitecs npuexars Ha cobecesoBanne 3a 10 Mu-
HyT. Bosbmute ¢ co6oii uTo-nuGyas nountars Ha ciy4ait, eciu Bam IpuaeT-
s NOMOXKAaTh. B 3T0 BpeMst BAC MOTyYT MONPOCUTH 3aN0IHHUTh 3a8BJIEHHE O
npueme Ha paboty. Kaxnas dupMa umeer cBoio Hopmy 3asB/IeHHs O IPH-
eme Ha paboTy. B 3asBnenun conepxkarcs Bce BONPOCH, KOTOpbIe paGoTosa-
TeNb CYNTACT HEOOXOAMMBIM BLISICHHTD OTHOCHTEJILHO BAC, KOI/a BbI pac-
CMaTpHBaeTECh KAK KaHAMAAT HA OTpeeNieHHYIO IOKHOCTD. [To3aGorbrecs,
4TOOBI Y BaC Obljla TAKOro posia HHGMOPMALIHs, IPEXKIE YeM Bbl OTHPABHTECh
Ha coGeceaoaaHne. Toma HE HYXHO G)UICT BCIMIOMUHATDL BCEC HA MECTE.

Ecnu no xakoii-to NPUYAHEC BbI OlA3AbIBACTE HA COGCCGJL{OB&HVIC Himn
HE MOXETE NPUIATH HA BCTPeHY, HEMEAJICHHO NI03BOHHTE Ha PHPMY 1 C000-
uure 06 3ToM.
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Cymectayer Bripaxenue “TIo oxexxke Berpedator”. CoBepUIEHHO He-
06xoauMO, 4TOObl BBl OBIIM JOMKHBIM 06pasoM OfeTsl s cobeceno-
Banus. Baura ofiexxaa gomkHa GbITh 8KKYPaTHOH M CkpoMHOI. Bonock! on-
XHbl ObITb aKKYPATHO NIPHYECaHbI.

H3Geratite 6onpimioro konuuecTsa ykpateHuii u kocmerukn. Crneayer
HAJIETh TAKYIO OEXKAY, B KOTOPOI BbI GyzieTe 4yBCTBOBATE Ce0sl COKOMHBIM U
yBepenHbIM. To cylecTByloiemMy o0bI4at0, IPeXK e YeM CECTh, TOKMMAIOT
pyKy Benyuiemy cobecesiopanue. Bo Bpems Geceibl CMOTPUTE B 11833 MHTEp-
BREOEPY, TAK KaK B aMEPHKAHCKOH KY/JIbType OIyLUEHHBIE 11a3a Wi KOcoii
B3[VIS(] CYUTAIOTCS PU3HAKaMut GeCTIOKOHCTBA H HEYBEPEHHOCTH.

Bam Gynyt 3anaBath MHOTO BOIPOCOB HJIM, BO3MOXXHO, Balll cobece-
HUK IOKQXXETCS BAM XOJIOMHBIM M HE3aHHTepecoBaHHbIM. [TocTapaiitecs pac-
c1abUTHCA (ITOMHUTE - BBl IIOJIFOTOBJICHBI), GyAbTe YECTHBI M HE NPETeH Iy -
T€ Ha MHOTOE B OTHOLIeHWH cebs. He npennaraiite Hukakoii nadopmanum o
cebe, eciu 00 3TOM He CNPOCST, HHTEPBBIO - 3TO He ApykKeckas becena.
Hukorna He ynoMHHaNTE O CBOMX JTHYHBIX APOGJIEMaXx U HE TOBOPHTE II0XO
0 cBoeM OpiBIIEM HavanbHKKe. Jenalite 3ameTkH (0cOBEHHO 3T0 KacaeTcs
bamumii), cnymaiite BHUMaTeNIbHO BONPOCKL, IPEX/IE YeM oTBedars. Eciu
Bbl HE YBEPEHBI, YTO NPABHIILHO MOHSAIA BOMPOC, ONPOCHTE MOBTOPHTE
ero. bynsTe yBepenbl B ce6e 1 B TOM, YTO Bbl MOXKETE HPEAJIOKHTE OPraHU-
3aumy. Ecnn BBl 3auHTEpecoBanuch 310i paboTol, 3anaiite BONpock! o 3ap-
1are, JIbrotax, pabouem BpeMeHH, HO JTyyile 3TO CAENATh OCIE TOT0, KaK
3aKoH4HTE O6CyXmenue camoit paboThl 1 Bamiel ksanudukanuy. Koraa co-
BecenoBanye OKOHIET K KOHILY, CIPOCHTE, KOT/Ia Bbl MOXKETE OXKHIATE OT-
BeTa oT pupMbl. [IoMBuUTE, YTO BEI MOXETE U HE NMOJTYYHTH paboTy HoCe
3TOrO HHTEPBbIO, HO OHO HECOMHEHHO - BBl OTYYHIIH O4EHDb BXKHBIH YPOK,
KOTOPBIii CIeNIaeT Ballik NOCIEAYIOIIHE HHTEPBbIO GOJIEe YCenHbIMHU.

Hocne cobecenoranus. Bel, BO3MOXKHO, 3aX0TUTE NOGIATOAAPHTE HH-
TEPBLIOCPA NUCBMOM. B 3TOM rHCcHMe BBl MOKETE 38/aTh AOTIOIHUTENBHO

. noOble BaXKHBIE )i BaC BONpPOCHI, KOTOPBIE BOZHUKHYT. Ecii Bbl HE nony-

YKTE OTBETA OT (PUPMBI 110 MIPOIICCTBHA HEKOTOPOT'O BPEMEHHM, IO3BOHUTE
TYAa Wit HATMIUKTE TUCBMO H CTIPOCHTE, 3aHSATA JIM 3T ZOJKHOCTE. Ecnu
BbI [TOJIy4YHTE THCBMO C OTKA30M, Cpasy e MIaHupyiiTe CBOH creayroumi
wiar. [lepecMOTpHTE CBOJ 1aH MOKCKA PaGOTHI M MOCTAPAITECH YAYULIATS
ero. [ponomxaitte nouck. Eciv Bac npuHuMaror na paGoTy, HATMLIUTE [HUCH-
MO-TIOATBEPKAECHHE BAILIETO COITIaCHS,
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O6s3atensHO yKaXuTe JeHb U BpeMsl BbIXoza Ha paboTy.
OsnaxkoMerech ¢ dpa3amu, KoTopsie noMoryT Bam npolitu cobe-

CE/IOBaHKE HA AHTIIHIICKOM A3bIKE.

51 661 xoTen, uro6ni Bb pacemotpend  I’d like to be considered

MOIO KaHJUIATYPy HA JOIDKHOCTb. ..
A npowien kype

for the position...
I've completed a

npoeccHoHansHOR NOAroTOBKM B...  vocational training program at...

TTocne okoH4aHHs BLICLIETO
yue6GHOro 3aBeenus s paboran

B TEYEHHE... JIET B KAYECTBE...

51 6610 nepeBesieH C NOBbIULIEHHEM Ha
JOJKHOCTb. ..

51 3Hato TpeGoBaH s, NPEABABISIEMbIC
atolt paboToil, M cuNTAalO, YTO NONTHOCTEHIO
1M COOTBETCTBYIO.

Bot ohnunanbHblil nepedenb yueGHbIX
3aBefeHH, KOTOPBIC 51 3aKOHUMJ, U
KYpCOB, IPOCIYIIAHHBIX MHOIO

Ha npesxxneil qosmicHoCTH S OTBEUA 34...

1 Bcerna B XOpOIWIMX OTHOLHEHHUAX C
MOMMH KOJUTEraMU

MoUMH CUILHBIMH YepTaMH Beera
ObL1H BEPHOCTD U HAACKHOCTh

S xo4y TOHHO 3HATH, B UeM BynyT
3aKJTIOYATHCS MOU 00S3aHHOCTH
D10 1WTATHAS JIOMHKHOCTE?
CKOMBKO YaCOB COCTABHT

Moit paGounit gens?

CxakuTte, CKOJIbKO YacoB B XEHb 5
JomKeH paboraTb?

Byayr a1 y MeHs BOBMOXHOCTH
POABIDKEHUS 1O ciryxbe?

Kaxkas y Mens Gyaer 3apruiara?

Tpupercs au pabortarb CBEPXYPOUHO?

Kak onjiaunBaroTcs CBepXypouHble?
28

I’ve been workingas a ...
for ... years since graduation

I was promoted to the
position of...

I’m familiar with the
requirements of this

job and I believe I meet
them completely

This is an official transcript
of my record

In my previous position I
was in charge of...
I get along well with my
colleagues
My strong points have
always been loyalty
and reliability
What exactly are
my duties?
Is it a full-time job?
How many hours a
day will I work?
Can you tell me about the
work schedule?
Will there be any
opportunities
for advancement?
What is the salary?
Is there overtime?
Ist here overtime pay?

Kakue aprotst NPEAOCTABIISAOTCA
BallINM COTPYAHHUKaM

What benefits do people
working here have?

Byny i s umeTh onstaumBaeMblii ormyck? What is your vacation policy?

Byny nu g monyyarh JeHbIH, eCITi
3aboneio?

Balua koMmanyst OKa3pIBacT MIOMOLLb B
oIulare CTOMMOCTH CTPax0oBaHMs XKH3HU?
KakoBa cicTeMa MEAHLHHCKOTO
CTpaxoBaHUA B BALICH KOMIAHUK?
Baiua ¢upma Geper Ha cebs pacxoibl o
MEAMUMHCKOMY CTPaxoBaHui?

@upMa OKphIBACT PACXOAbI Ha
MEAUIMHCKOC CTPAaXOBAHHE YWICHOB
ceMbu?

Kakue BeIueTbl OyAyT NPOU3BOAUTHCH
13 Moeii 3apiuiatel?

SI Mory Noay4MTh AOTOBOP O
NpeAcTaBieHHN MHE paboThI B
n¥cbMeHHOM BUAE?

MO>HO NI NONY4YHTh Kakoi-HHOYAb
MHCHMCHEDBIN JOKYMEHT

0 Ipe/icTaBIeHHH MHe paboThl?

Korna s cMory y3Hathb O BallleM
peweHnn?

Koryia st Mory 3aliTil y3HaTh O pelCHUN
OTHOCHUTENBHO paboThl?

S OBt XOTeN I0AyMaTh HEKOTOPOE BpeMs
Koraa st 1oJoKeH 1aTh BaM OTBET?
Cnacu6o 3a BHUMaHUE

Cnacnbo 3a BpeMsi, KOTOpoe

BbI YEWII MHE

Bl ne 3HaeTe xoro-nubo euig,

KOMY TpedyeTcs criefuaiucT
¢ MouM oGpazoBaHueM?
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Is there sick leave?

Does the company provide
life insurance?

What health insurance plan

does your company carry?
Does your company have
health insuranee?
Does this policy cover
my family as well?

What deduction will be
made from my salary?
Is there a written
contract for this job?

May I have job offer in
writing?

When can [ expect to
hear from you?

When may I call to learn
you decision

about the job?

I would like a little time
to think about it

When do I have to let
you know?
Thank you for your
consideration

Thank your for you time

Do you know other
employers who may need a
person with my qualification?




The Personnel Manager

PEKOMEHJIALITH REFERENCES Harper & Grant Ltd., Great West Road,
YacTo B NaKeT IOKYMEHTOB, HEOOXOMUMBIX LISl YCTpolicTBa Ha paGo- London, W.25.

TY, BKJIIOYAIOT OHO HJIH HECKOJIBKO PEKOMCHAATC/IBHbBIX MHCEM. Pexomen- 9th January, 2006
JIaTe/bHbie MMCHMA ITHIIYT OPraHu3aliy UM JIHLA, KOTOPBIC MOTYT paccKa- CONFIDENTIAL
3aTh O BalUHX NpodecCHOHANBHBIX KaUeCTBax B Toit 00nacTH, B KOTOPO# Bb!
xorure paborate. Eciv y BAC MMEIOTCA peKOMEHALMH OT POCCHHCKHIX Prpm Dear Sir,
WIH OpraHu3alnit, OHH JOJDKHEI OBITH OTHEUATaHbl HA OIaHKe U neperesie-
Hbl. B BallieM NUCBME - 3a5BJICHUU U pe3toMe HeoOX0AUMO yKa3arh Ha ro- We have received an application for the post of assistant director of our
TOBHOCTh NPEAOCTABHT NPH HeoGxonuMocTH pekomerauny (References Research and Development Department from Mr. James Glove who, we

available upon request).

Ipexpae, yem cocnarbes Ha KOT'o - AM00 PEKOMERAYIOIIETO, Bbl JOIDK-
Hb! MONYYUTH €TI0 pa3pellieHne, i AMMb MOCe 3TOr0 YKAKHUTE €r0 UM B
Ka4eCTBE PEKOMEH/YIOLIErO JIMLA, a TAKXKE MECTO paboThl ¥ AOJKHOCT. about him.
Hanpumep:

understand, left your firm two months ago. e has given us your name as a

reference and we should be grateful if you would give us some information

References  Mr.D.G.Jonson, We should like to know how long Mr. Glover worked for you; whether you

Sales Director. were satisfied with his work; the reasons for the termination of his employment
"General Electrics",LTD.

| Mr. K.K. Crown, Export Manager, "Mining Equipment", LTD. in the past with some of our research secrets being sold to rival firms so the

with you, and, above all, whether he is trustworthy. We have had some trouble

latter, is naturally, of the utmost importance to us.

: Any other information you can give us about Mr. Glover would be ver
" Hnorna gupma, B KOTOPYIO BB YCTpaHBaeTECh Ha paboTy, MOXET caMa Y Y & ’ 4

Hanucars 3anpoc (ask for a reference) no mecry Bameli npesxneit paboTsl.
Osnaxombrech ¢ 00pa3tiaMH 3apoCca XapaKTepHCTHKY B peKoMeHtatHeil. With thanks,
1
|

gratefully received.
‘ Yours faithfully
George Hassock

N .

Personnel Manager

i 3aoanue 1.Ilepesedume pexomenoamensHoe RUCLMO, RPUBELOEH-
Hoe sbluie,

3adanue 2. Cocmagbme pekomendamenbHoe RUCbMO - XAPAKMepu-
[ CHUKY, UCHONB3YA UHPOPMAKLIO 0 Cebe.
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KAK COXPAHUTDL PABOTY HOW TO KEEP YOUR JOB

Tlockonbky B XU3HK HET HUYETO COBEPLICHHOTO, HE SB/ISETCS COBEp-
WweHHOH H Hawua pabora. bynbre peanucTHUHb! U HILUTE MONOKUTENbHbIC
CTOPOHK! B Ballel pabore. [Tocrapaiitech cOTpYIHHUATE ¢ BAHIMMH KOJUIE-
ramu ¥ pykosogurensmu. Ecim Bb1 6ynere nobpocosecthsl B paGote 1 Oy-
ACTE BLINOJIHATH €€ KaK MOXKHO Jyulle, Baiy paGory samerar. OTBeTCTBEH-
HOCTbL ¥ HHULIMATHBA SABJISIIOTCS KPaeyroibHbIMH KAMHAMH IS paGOTHHKA,
koToporo uenat. Crapalirech y3HaTh kak MOXcHO Gonble o cBoeit paGore u
0 fesTensHOCTH GupMbl. ITa MHbOPMALIMS MOXKET IIOMOYL BaM, KOI/(A Bbl
3aXOTHTE JIPOABMHYTHCS MO Cllyx0e UTH Koryia BhI Oy/IeTe FOTOBbI NepeiiTu B
Apyryio komnanuio. B obueM, pykoBoauTesis Bolbeper koro-1u6o, o6naga-
I01IEr0 MEHBLIHM MACTEPCTBOM H OIBITOM, €CJIM OH [OYYBCTBYET, YTO ITOT
4EJIOBEK FOTOB YYHTHCA H MOJTHOCTHIO OTABAThCS paboTe,
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| CJIOBAPH

VOCABULARY |

ankeraform,
3aMOJIHATh AHKETY

acnupaHTypa
BONBHUYHBIN JTUCT

BaKaHCHA

BEC

BU33

BKAAA

BOAUTEILCKHE NIPaBa

BbIJaH (O AOKYMEHTE)

BBIYET

rosopap

neficreureneH (0 JOKYMEHTE)
HEATENBHOCTD

A00pOBONLHAs O0LIECTBEHHAS]
AESITCIbHOCTE

JUILIOM

AUCKPUMHHALMA

JIOroBop

JOJDKHOCTh

aAMHAHUCTpaTUBHAs JOKHOCTL

BaKaHTHAasA JOJDKHOCTD
BBICOKAA AOKHOCTD
BEAYILAA JODKHOCTD
3aHuMaeMasi IO/HKHOCTh
KaHLeNspeKas JO/KHOCTh
yHpaBiIeH4YeCcKas A0MKHOCTD
HaAaNMCHOBAHUC JOMXKHOCTUH
OTKa3bIBaTHCH OT JO/DKHOCTH
BCTYIHUTEL B JOIKHOCTE
HOCTHXKEHUE

eXeroaHbiit

3aBOJ

3aBeyOLHi

job application
to fill out (complete) a
job application
post-graduate school
sick leave
vacancy, job opening
weight
visa
contribution
driver’s license
issued by/in
deduction
pay
valid
activities
volunteer activities

diploma
discrimination
contract
job, position, occupation
administrative job
job vacancy, job opening
high level job
top position
position
clerical position
managerial job
job title
to resign
to fill a position
achievement
annual
factory, plant
manager




3aHATHE

3apnnara

ob1as cymMmma 3apnnarhi
obszarensHoe TpeboBanie
€XKEHEebHas 3apiiara
Mecs4Has 3apniara

MHHHMAanbHasA 3apnuara
OCHOBHasl 3aprijlata

3apnjara pabo4ero

upcTas 3apriara (3a BRIYETOM
BCEX HANOTOR)

TIPOCHTh MOBBILIEHUSI 3aPMJIaThl
3asiBjeHHE

3asBJeHUE O Npuéme Ha paboty
ofaTh 3asABACHHUE O TpUEME Ha
paboty

WXIMBEHE

n3o0peTeHne

HCTIBITATENbHBIH CPOK
uccieaoBarensckas pabora
3aHHMAaThCA HCCIICJOBATENLCKOM
paboroii

HEHCKHH

MEHIIHHA

KaHIHMAT Ha JOJDKHOCTh
xkBanupurauus

HOBBIILICHUE KBANH(QUKALMH
KoJtera

KOMIICHCALMA IPH HECHACTHOM
cnyyae Ha pabote

KOMIMaHUA

KOTIHS

KOIHS IHTLIOMa BBICHIEro
y4e6Horo 3apeneHus

KOPEIUOK MNaTé&XHOro yeka
nuieH3us Ha pabory no
omnpexenénHoilt npodeccnn
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occupation

salary; wages; pay

gross pay

must

weekly wages, weekly pay
monthly wages, monthly

salary, monthly pay

minimum wage

regular pay

wages

net salary, take home pay

to ask for a raise
application
job application .
to apply for a position

dependant
invention
probationary period
research

to research

female

woman

job applicant
qualification, background
professional upgrading
colleague

workmen’s compensation

company, firm

copy
copy of a high school diploma

pay check stub
license to practice profession

JIHYHOCTB
JIBIOTHI
JONOJHUTENbHBIC NIBIOTHI

MACTEPCTBO

MAaLIHHOTIHCh

MECTO POKACHUS

MYKCKOH

MYX4UHA

Hajor

MECTHBIH HaJIOT

OZOXOAHBIR Hanor

HAlor COLKAIILHOr0 00eCne cHH s
denepanbHelil TOAOXOAHBINA Hanor
HaJIOoT Tara

HaJIOroBasi AeKnapauust
HaHHMaTellb

HayaNbHUK

HENOCTATOK

obyuenne

ob1aThes ¢ MOABMHU

obbasnenue o Halime Ha paboty
I03BOHUTH O OOBSBACHHIO
00sA3aHHOCTH

cnyxebHble 0053aHHOCTH
ofpasosanue

oriata

rovacoBas onjara
OTJIa4HBacMBblit

orauMBaeMslii oTIyck no GosresHu
OIIAYHBAEMBLH OTHYCK
OILIaYMBACMbIC TPA3AHUUHBIE JHU
OTIBIT

IPOU3BOJICTBEHHBIH ONBIT
npodecCHOHANBHDIH OMBIT

onBIT padoTh
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personality
benefits
fringe benefits,
employee benefits
skill
typing
place of birth
male
man
tax
local tax
income tax
social security tax
Federal tax
state tax
income tax return
employer
boss
disadvantage
training
to socialize, to mix with
people
want ad
to answer a want ad
duties
job duties, job description
education
salary, pay
salary based on hourly rate
paid
paid sick leave
paid vacation
paid holidays
experience
manufacturing experience
professional experience
work experience




OCYXAath
ObITh OCYXKAEHHBIM
oTryn

OTAEN KafpoB

OTNYCK

OTNyCK o 0ose3Hu

OLEHKa TPYAOBOro pouecca
nareHT

neHcus

nopsaok oGOpMICHUS NEHCUH
BBIATH HA NEHCHIO

nepepsIB

nepepbis B pabore

niepepsIB Ha 00en

nepepsis Ha kode
0besieHHbIH nepepoIB
NUCHMEHHOE MpUINAILICHHE
MUCHMO

peKOMeHaTeNnHOE NUCHMO

COMPOBOAMTENBHOE NHCbMO
Tjiara 3a yciyru

naTéxHas KBHTaHU U
MIATEKHBIA Hex

TOBBIILEHHE 3apIIaThl
TIOBBILICHHE NO ciyx6e
NIOArOTOBKA

nonoxexue (CTaTyc)

nonoxeHue (peryTanus)
NIOCHYXHO#H CIHUCOK

NOUYTOBBIH KOX

npeaMer (B LIKONE, B HHCTHTYTE)
OCHOBHOW npeamer

npemust

JIeHEXKHas IpeMus

npubbuis

to convict
to be convicted
compensatory time
personnel {department,
office]
vacation
sick leave
performance review
patent
pension
retirement plan
to retire
break
break
break for lunch
coffee break
break for lunch
letter of invitation
letter
letter of introduction,
reference
cover letter
fee for services
pay statement
pay check
raise
promotion
training
status
standing
record of service, records
zip code
subject
major subject
bonus
cash award, bonus, premium
profit

y4acTue B mpuobLISX
IPEUMYILECTBO

npoBepka

npoHTH NpOBEPKY
TPOABIXEHHE N0 CiyxOe
npodeccHoHanbHas MoAroToBKa

npogeccHoHansHoe o0yueHue
rnpodeccHoHaNbHbBIE HABBIKH
npoteccHOHaRbHbIA OFBIT
npodceoro3dbli Guner
11po¢icOr03HEIE B3HOCHI
paboTa

BHEAYAUTOpHasi paboTa
BpeMeHHas paboTta

paboTa Ha NOJICTaBKH

paGoTa 1o CHenUanbHOCTH
cBepxypo4Has pabora
XOpo1Lo oriaduBaemMasn pabora
mrarHasg pabora

Gparb (HaHMMAaTh) Ha paboTy
paboTtarb

paboTaTh CBEPXYPOUHO
paboTonareinb

pabouni

pabounii aucTok (Tabenb)
paspelieHue Ha pabory
pacnucanye

pestome

MIOArOTOBUTH PE3IOME
NpeJCcTaBUTh PEIIOME
pexoMeHAann

NpEeACTABATh PEKOMEH AALIMIO
penyrauus

poct

PYKOBOQHTENE
CBEPXYPOUHbIE

profit sharing

advantage
test

to take a test

advancement

training, professional
background
vocational technical training
skills
professional experience
union gard
union dues
work, job
extracurricular activities
short-term job
part-time job
job in one’s special field
overtime
well-paying job
full-time job
to hire, to employ
to work
to work overtime
employer
employee , blue collar worker
time card
work permit
schedule
resume
to prepare a resume
to submit a resume
reference, recommendation
to submit a reference
standing
height
supervisor
overtime pay




CBHAETENBCTBO

CBHIETENLCTBO 0 Opake
cBupeTenscTBO 06 00pasoBaHuK
CBHJCTENBCTBO 00 OKOHYAHHUH
yHeOHOTO 3aBeiCHHSA
CBHIETENLCTBO O POXJICHUH
CEKCYasbHOE NpecacioBaHue
ceMeifHOE nonoXeHue
ciayxauui

cMmeHHast pabota

cobecenoBaHue No MOBOAY
TPYAOYCTPOHCTBA

conencTere

COKpalieHue

COTPYAHHK

couunansHoe obecneueHue
KApTO4Ka COLMaIBHOrO obecneyenus
HAJIOr Ha coluanbHoe obecneyeHue
HOMEp COLMaNBHOTo 06ecTieueH s
cOot03

CeLHaNUCT

OTBITHBIH CEHNAIUCT
CNocOOHOCTH

CMOCOOHOCTD BLINOJNHATE
onpenengunyio pabory

crax paborsl

creHorpadus

cTosiKa MauuHel (GecrarHas)
CTpaxoBaHue

CTpPaxOBaHHUE XKN3HH
MEIHUMHCKOE CTpaxoBaHHe
CTpaxoBaHHe Ha Ciyvai
6e3paboTuiip!

CTpaxoBOH noyuc

tabens

TECTUpOBaHHE
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certificate

marriage cettificate
training certificate
graduation certificate

birth certificate
sexual harassment
marital status
employee, office worker,
white collar worker
shift work
job interview
contribution
layoff
colleague, co-worker
Social Security
Social Security card
Social Security tax
Social Security number
union
specialist
experienced specialist
aptitude, abilities
ability to do a job

seniority, length of service
shorthand
free parking
insurance

life insurance

health (medical) insurance
unemployment insurance

insurance policy/certificate

time card
test

pe3yAbTaThl TECTHPOBAHHA
NpoiiTH TECTHPOBAHYE
TpeOOBaHHS

COOTBETCTBOBATH TPEOOBAHUAM
TPYROYCTPOHCTBO
rOCYAapCTBEHHOE

AreHTCTBO 110 TPYIOYCTPONCTBY
YaCcTHOE

areHTCTBO 1O TPYAOYCTPOACTBY
cobece0BaHue 10 NOBOAY
TPYLOYyCTpoicTBa

YBOJBHSATS (110 COKpaIIEHHIO
IIITATOB)

6bITh YBOJIECHHBIM

YMEHHE

yIpaBASIOLHi

ycuoust paboTsl

ycuyru s paboTarommx

Ha MpeAIPUSTHN

y4yeHas CTelneHb

dbupma

x006u

yacel paboTsl

YJIEHCTBO

wed

I GYES

CpenHs LIKOIA

BBICILIAS IIKONA

test scores

to take a test
requirements
to qualify
employment

state employment office

private employment office
job interview

to lay off, to fire

to be laid off; to be fired
skill
manager

working conditions
employee services

degree

firm, company

hobby

work hours

membership

boss

school

high school

higher education(school)




[ Ipuaoxenne 1 Appendix 1
npogeccus occupation
axKrep actor
axKrpuca actress
aApXUTEKTOP architect
ABTOMEXAHUK auto mechanic
6ubnuorekaps librarian
Oyxranrep bookkeeper
BOJUTE/b aBTOOYCA bus driver
BOAHTEJIb [PY30BOH MalliHHbI truck driver
BOLUTENL TAKCH taxi driver
Bpay doctor
rOpHHYHas maid
Anzaiinep designer
3ybHo# Bpau dentist
HHXKEHEP engineer
Kaccup cashier
Kaccup B Ganke bank teller
KJadO0BLIHK stock clerk
KOHTOPCKHUI Ciiyxaliuit clerk
J1a6opaHT lab technician/assistant
JIETYHK pilot
MaHeKeHLua fashion model
MalIHHHCTKA typist
Mezcectpa nurse
MEXaHHK mechanic
onepatop OBM computer operator
oduumanT waiter
ouumanTKa waitress
napHKMaxep barber/hairdresser
NJIOTHAK carpenter
nosap cook
NOKAPHbBIH fire fighter
nonuuenckuii police officer
noprHuxa seamstress
NOpTHOMH tailor
04YTaJIbOH postman
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| Appendix IT

Hpnaoxenne 11

names of officials

director of an office, office director;
senior engineer
engineer-in-training

expert

senior expert

goods expert

economist

trade representative

counselor for economic affairs

Director General

head of a department; head of a sector
commercial director (manager),
sales director (manager)

legal adviser

chief engineer

chief engineer of the project
job captain

design engineer

erection engineer
superintendent

foreman

secretary

typist

architect

accountant

patent worker

patent consultant

Chairman of the Board

(of Directors)

(Chief) General Manager
Chief Executive President (Am)
Managing Director

Chief Executive Officer (Am)
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OCHOBHBbIE AOJKHOCTHBIE LA
JAUPEKTOP KOHTOPbI;
CTapIIUH HHXEHED;
HHXXEHEep-CTaxep
3KCNEpPT
cTapLuni aKcnepr
TOBapOBE]
SKOHOMUCT
TOProBbIH NpeacTaBUTEN b
COBCTHHK 1O 3K6HOMH‘1€CKHM
BONpOCam
FenepanbHbiil AupekTop
3aBejyloLHit OTACIOM
KOMMepHeCKuii JupexTop

FOPUCKOHCYBT
IMaBHbI HHXKEHED
rnaBHbI HHXEHEP NPOEKTa
IMaBHbIH apXuUTEKTOp NpoeKTa
HHKEHEP-KOHCTPYKTOP
MOHTaXHWUK
Apopad
Mmacrep
ceKperapb
MAlHnHUCTKA
APXHUTEKTOP
Gyxrantep
NaTeHTHbIR paboTHHK
NaTEHTHBIH KOHCYJBTaHT
[Ipeacenarens copera
JUPEKTOpPOB
Tenepanbubtii AMpexTop
Tenepaneublii fupexrop
Hupexrop pacnopsauTens
['n. ncnonuuT. Kupexrop




Deputy Managing Director
Vice President
Accounting Manager
Financial Manager
Export Manager
Marketing Manager
Office Manager
Personnel Manager
Production Manager
Sales Manager
Training Manager

Warehouse Manager
Transport Manager
Supervisor

Store Manager

Minister for Foreign Trade
Deputy Minister
Vice-President

Head of a Department

3am. Jlupexropa pacnopsi.

Bune-npe3uieHT, Wi, npasi.

riasHblit Oyxranrep
(buHaHCcOBbIH THPEKTOP
IUPEKTOP 110 IKCIIOPTY
JAUpeKTop 1o cObITY

otuc mexesxep/ pyK. KOHT.
Had, OTAena KaApoB
JMPEKTOP 110 MPOU3BOACTBY
KOMMepYecKkuit JupexTop
3aB. OTAC/IOM ITOBBIIICHHA
KBaJ(HK./MOATOT. KaApOB
3aB.CKJIaOM

3aB. TPAHCIL. OTA.
HHCHEKTOp

3aBeAYIOLHH MarasHHoOM
MuHHCTp BHetHe# Topr.
3aMECTHTENIb MHHHCTPA
3aMECTUTENb NpeceaaTes

Ha4aJIbHHK YIIpaBIeHHs

| Appendix IIT

Ipunoxenue 11

Abbreviations Used in “Want Ads”

am morning

appt appointment
asst assistant

bits benefits

co company

coll coliege

dept department

eve evening
ex,exc  excellent

exec executive

exp experience
exp”d experienced

F 1. female 2. Friday
F/T,ft full-time

gd good

guar guarantee

hr, hrs hour, hours
HS, hs high school
immed immediate

T thousand

lie, lic’d  license, licensed
M 1. male 2. Monday
M —F Monday through Friday
med medical

mech  mechanic

mfg manufacturing
mfr manufacturer
mgr manager

min minimum
nat’l, nt! national

nec necessary

no number

Coxpawyerus 6 00vsgReHUAX
0 Haiime Ha pabomy
yTpoO
BCTpeda (B HA3HAUCHHOE BPEMS)
MOMOLIHUK
JIBFOTBI
KOMITaHUS
KOMNEMK
OTHEN
BeUep
OTAWYHBIN
PYKOBOAMTENb, AAMHHUCTPATOD
ONbIT
ONBITHBIH
1. xeHCKHUH; JKEHLIMHA 2. MITHALA
LITaTHAas JOMKHOCTh
XOPOIINH
rapaHTHs
Yac, 4achl
CpeAHss LKona
HEeMEIJICHHBIH
ThICSHA
JULEH3HUS, TIATEHT; UMEIOLI i
JIMLIEH3HIO, MATCHT
1. MyxcKolt; My>KuHHa 2. HOHEETIBHUK
C MOHEAENBHUKA T10 MSATHUILY
MEIHLHHCKHH
MEXaHHUK
TIPOU3BO/CTBO
TIPOH3BOAUTEND
yIIpaBngoWKi, agMHHUCTPATOp
MHUHHUMAITLHBIH
HALHOHATBHBL, FOCYJApCTREHHRIN
HeoOxoauMBbI
HOMEp
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ofc office KOHTOpa; KabuHet CHHCOK ANTEpaTYpHE

oppty opportunity BO3MOXHOCTb
pd paid ofauBacut i 1. Mack Angela. The Language of Business - BBC English by Radio
perm - permanent HOCTORRHBIM and Television, 1990. — 256 c. .
pm afternoon ACHE 2. Norman Susan Export English. — BBC English by Radio and
prefd preferred NPEANOUTUTENBLHO . . 134
PIT rotime cra " bt Dabouui Television, 1990. — c.
pa HONCTABKH, HEIONHRIN pabOUMH ACHE 3. Anoxuna H. I. Aarno-pyccknii kommepUeckuii cioBaph - CTIpaBoy-
ref reference peroMenaluA Hik, — M.: Mo6u JITII, 1992. - 432 c. )
req required Tpebyetca 4, X nanosa N.®., ®uwmep M. Bbl ejiete B AMepuKy: Pyccko - aHIIHH-
sal salary 3apriara ckuii pasrosopauk. — M.: Pyc. f3., 1993.-288 .
secty, secy, sec. secretary cekperaphb :
supr supervisor PYKOBOAMTEb
tech technician TEXHHUK
temp temporary BPEMEHHBI
tnee trainee cTamép, NPaKTUKAHT
vac vacation OTIYCK
w/ with c
wk 1 .weekly 2. work 1 .exxeHenenbHbil 2.pabora
wk ends weekends BBIXOJHbIE AHH
wpm words per minute  KONM4ECTBO CJIOB B MHHYTY
I, Y18 year, years TOA, OB
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