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IpeaucaoBue

Bropas uacth yueOHOro KOMILJIEKCA COJEPKUT KIIIOUU
K OT/ACTbHBIM YIpPaXHEHUSM M 3aJaHusM. Bce KiIoun HOCST
pEeKOMEHATeNbHBIA  XapakTep U MOTYT  HCIOJb30BaThCS
U IPEIBSABIATHCS 10 YCMOTPEHUIO MIpernojaBaTels.

He Bce oTBeThl B 3ajaHUSAX MPOHYMEPOBAHBI, TaK KaK OHH,
B OCHOBHOM, MpeHa3HA4YeHbI A1 00CYX/IeHUs Ha MPaKTUYECKOM
3aHATUM B  ayJUTOPUHU, TIOSTOMY Y  CTYIAEHTOB Oyjer
HEOOXOIMMOCTh MPOYMTATh BCIYX BCE MPEIJIOKEHUE WIH
CJIOBOCOYETAHHE, UTO MO3BOJISET TPEHUPOBATH MPOU3HOCUTEIBHBIE
HABBIKM ¥ HABBIKHM MMOHUMAHHUSI HA CITyX.

Kpatkue oTBeThl Ha 3amaHusi Mo paboTe CcO cloBapeM
MPUBEACHBI B Tabmuuax ans ynobcrBa BocrpusaTus. OHH MOTYT
OBITH JIOTIOJIHEHBI, 10 YCMOTPEHHIO IMperojaBaTelisa, 3a CYeT
MIPUMEPOB B BUJE MPEJI0KEHUM, COACPKAIIUX U3ydyaeMOe CIIOBO,
a TaKxxe YCTOMYUBBIX CJII0BOCOYETaHUU Hu no0aBIIeHAS
OJTHOKOPEHHBIX CJIOB C IOTIOJIHUTENEHBIMU a(uKcamu.

3amaHus, HampaBJIeHHbIE HAa  OOCYXKIEHHE  TEKCTOB,
MpEeANoJaraloT 3allOMHUHAHUE CJIOB M CJIOBOCOYETAHHM C y4yeTOM
MepeBojia C aHTJIMMCKOTO SI3bIKa HA PYCCKUN U C PYCCKOTO SA3bIKA
Ha aHruicKkuii. OHU pPAcOJIOAKEHBI TMOCIEI0BATEIbHO U MOTYT
UCIIONIb30BaThCA Ui TPEHUPOBKUM 3allOMUHAHUS B 000MX
HaIpaBIICHUSAX MIEPEBO/IA.

HexkoTopsie kiroun, BKIII0O4ast OTBETHI HA 3aJaHUsI TECTa, JaHbl
C TMOJHBIM TIOBTOPEHMEM TEKCTa OpHUIMHaja, TakK Kak
MperoaraeTcs, 4ro MnpenojaBareib OyJIeT HCIOIb30BaTh TEKCT
OTBETOB Ha DJKpaHE KOMIIbIOTEpa W HE TMpPEArNojaraercsi ero
pacneuaTka. Kak moka3pIBaeT OMbIT UCIOIb30BAHUS AIEKTPOHHBIX
y4eOHBIX MaTEpPUAJIOB, TAKOH MOXO0] OKa3bIBaeTCs 0oJiee YI00HBIM
U TPaKTUYHBIM, TaK Kak COBIAJAIOT TEKCThl, KOTOpbIE €CTh
y CTYJIEHTOB U y MpPEnoaaBaTelis, Ipy 3TOM MPENoiaBaTelib UMEET
JOCTYI K HEOOXOAUMBIM PEKOMEHIAIIHSIM.
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Part 1. About work and professions

Task 1.2 A. Match a to b to form words describing different kinds
of workers and professionals.

a b
refuse collector
business executive
computer programmer
graphic designer
assembly line worker
talent scout
plastic surgeon
dental hygienist
civil servant
general practitioner
sound technician
B.

Creative work Manual work Professional work
graphic designer refuse collector business executive
talent scout assembly line | dental hygienist
sound technician worker computer

programmer
plastic surgeon
civil servant

general practitioner

Task 1.4 Which words or phrases form collocations with make or do?
Fill in the following table using the words below.

make

a suggestion, an offer, an examination, a profit, sure,
a choice, room for (somebody/something), the best of,
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use of, a complaint, a mistake, certain, a journey,
an effort, an arrangement, the most of, a discovery,
a decision, money, fun of, an enquiry.

do

(someone) a favour, homework, damage, one’s best,
harm, an exercise, one’s duty, a course, business, good,
housework,

work.

Task 1.5 Translate the sentences into Russian paying attention to
the collocations with make and do.

1.

It’s late. I’'m afraid I’ll have to make my excuses and leave.
VYxe nosznHo. borocs, MHe HyxHO uaTH. IIpuHomy cBou
U3BUHUCHUA.

They made an arrangement to organise an online seminar on
the question of taxation.

OHM JOTOBOPUIIMCH TIPOBECTH CEMUHAP MO BOIpPOCaM
HAJIOT000JIOKEHHS B PEKUME OHJIAMH.

We can make do with the provisions we have been recently
supplied with.

Mpb1 MOkeM OOOHTHCh TeMH TPOIYKTaMHU U MaTepHallaMu,
KOTOPBIC HAM HEAABHO IIPUBE3JIN.

I’ll have to make a few enquiries and get back to you.

MHe HY)XHO HaBECTH CIIpaBKM, U 3aTeM s Cpa3dy K BaMm
BEPHYCB.

That’ll do nicely, thank you.

Cnacu60, 3T0o TOAOMIET.

This is the fourth time you’ve been late this month; it simply
won’t do.

Bbl ono3panu yxe 4eTBepTHIA pa3 3a 3TOT Mmecsl. Tak He
MOMET.

What do you do?

I'ne BBI paboTaere?



Task 1.6 Translate the sentences from Russian into English paying
attention to the collocations with make and do.

1. 51 cpmemaro Bce BO3MOKHOE, YTOOBI 3aKOHYHTH CBOIO
KYPCOBYIO pabOTy B HA3HAYECHHOE BPEMSI.
I’ll do my best to complete my course paper on the time
appointed.

2. OH OTOJIBHHYJ B CTOPOHY KHUTH U OyMaru Ha CBOEM CTOJIE,

9TOOBI OCBOOOIUTE MECTO AJISL APYTOTO KOMITBIOTEPA.
He moved aside the books and papers on his desk to make
room for another computer.

3. Ero Gu3Hec HE MPUHOCUT OOJIBIION NPUOBLIH.

His business doesn’t make much of a profit.

4. Tlpexpae uem BOWTH, CI€0BATENh OCMOTPEN B3JIOMAHHYIO JIBEPb.
Before entering, the investigator made an examination of the
door which had been forced.

5. OHM [JOrOBOPWJINCH OPraHU30BaThb OHJIAWH-CEMHUHApP IO

BOIIPOCaM HAJIOTOOOIOKECHHSI.
They made an arrangement to organise an online seminar on
the question of taxation.

6. Mbl MOXXeM OOOWTHCH TEMHU MPOIYKTaMH, KOTOPHIMU Hac
HEaBHO CHAOIWIN.
We can make do with the provisions we have been recently
supplied with.

7. He mornu 651 BBl OKa34Th MHEC YCJIVI'Y U IIOCCTUTH OHJIaNH-

CEMUHap BMECTO MeHs?
Could you do me a favour and attend the online seminar
instead of me?

8. MHue npuieTcs caesiaTh HeCKOJIBKO 3aIPOCOB M BEPHYTHCS K BaM.
I’ll have to make a few enquiries and get back to you.




Task 1.7 Make up collocations with the words work and job using
the words given below. Fill in the table.

work

mate; load; place; shop; bench; station; centre; horse

job

satisfaction; title; description; centre; prospects

Task 1.8 Complete the sentences using either work or job.

© oo N DR

Decorating that flat was hard work.

After the break we set to work.

Both my parents have full-time jobs.

Have you got a lot of work to do?

I’m thinking of applying for a new job.

Repairing the tire shouldn’t require much work.

She put a lot of work into organising the wedding of her niece.
She’s just started a job with a big insurance company.

. The competition in the job market is currently stiff.

10. The exhibition includes works by Levitan and Savrasov.

11. The report is a thorough piece of work covering all aspects
of the case.

12. The teacher said she was pleased with my work.

13. These projects will help create jobs in rural areas.

14. With a bit of hard work and determination we might still
finish the report on time.



Task 1.9 Dictionary work. Look up the following words, give their
definitions, derivatives and collocations. Fill in the following table.

useful phrases /

word definition . derivatives
collocations
to do | work at, work in, | worker n
something work for, work | a working adj
that involves | out overwork v
work n,v effort, hard-working
especially as adj
part of a job;
to function
. employment, | a full-time/part | jobless adj
job n . N .
paid work time job joblessness n
a type of job | by profession professional n,
that  needs adj
special professionally
training  or adv
. skill,
profession .
especially
one that
needs a high
level of
education
the job or a | a medical career | career-minded
series of jobs | an academic | adj
that you do | career
during your | a successful
career working life, | career
especially if
you continue
to get
promoted




work, full-time/part- employ v

especially time unemployed
employment | when it is | employment; adj
n done to earn | employment unemployment

one’s living; | opportunities n

having a job employee n

work, skilled labour; | labourer n
labour espec_:ially cheap labour;

physical manual labour

work

all the | staff members; | overstaffed ad]

workers staff shortage; understaffed
staff employed in | staff training adj

acompany or short-staffed

firm adj

the ability to | transferable skillful adj

do skills skillfully adv

something unskilled adj
skill well

especially

after  being

trained
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Part 2. Skills

Task 2.1 Which of these professional qualities are the three most
important for each of the following jobs? What are the other
characteristics of a successful worker? If you need to, you may add
two or three attributes of your own. Explain how you understand
each of the attributes mentioned. Look up the words in the
dictionary if necessary.

IT engineer translator/interpreter director of a firm
businessman  social worker

decisiveness PELINTENEHOCTD

intuition WHTYULUS

vision JATbHOBUTHOCTD, TIPO30PINBOCTD

assertiveness YBEPEHHOCTb

flexibility THOKOCTH MBIIIIJICHUS

fairness 00BEKTHBHOCTD

good humour JI00poayIIne, OT3BIBYUNBOCTD

openness UCKPEHHOCTh

determination IE/ICYCTPEMIICHHOCTD

humility CKPOMHOCTh

specialist knowledge | mpodeccronanuzm

stamina BBIHOCJTUBOCTh

11



Task 2.3 Match an important 21st century skill to its definition. Add
what you can about the skill and give your tips how to develop it.
Can you name any other skills that are likely to be appreciated by
the employers? Analyse which ones you are good at and which you
consider your weaker attributes requiring efforts to be developed.

decision-making

yMEHHE MPUHUMATh PEIICHUS

adaptability

yYMEHHUE MPUCIIOCA0INBATHCS K
00CTOSTENECTBAM

time management

YMEHUE YIPABIATh PECypCOM
BpEMEHU

flexibility

TMOKOCTh MBIIUJIEHUS

digital literacy

nudpoBas rpaMOTHOCTh

communication literacy

yMeHHE 001maThCs

problem-solving

yYMEHHUE pemiaTh mpooIeMbl

imagination

BOOOpaxeHHe

creative skills

TBOPYCCKUC HABBIKA

management skills

YIIPABJIICHUYECKUE YMEHUS

decision-making

d. ability to evaluate a situation
and be confident in making
a decision

adaptability

J- willingness to change in order
to suit different conditions

time management

I ability to set achievable goals
in the appointed span of time

flexibility

h. being ready to introduce
changes into the plan of work or
working routine for the best
results

12



g. using information technology
for raising productivity and

digital literacy efficiency of work

c. ability to negotiate and
discuss key issues and write the
communication literacy results of the discussion in
a clear and concise manner

b. ability to see the problems
before they happen and to come

roblem-solvin i i
problem-solving up with solutions

a. ability to imagine new ideas
imagination and new approaches

e. being original at solving
creative skills problems

f. ability to arrange and control
management skills processes and employees

Task 2.5 Read the extract from a blog. How would you have
reacted?

People say you should think twice before making life-
changing choices. And while | don’t like to rush into decisions,
especially important ones, sometimes you have to grab an
opportunity when it presents itself. Last year, my company opened
a new regional office and asked me to be the manager. I was
speechless when they offered to promote me so quickly. I’d only
been with the company for six months. For a minute, | couldn’t think

13



straight. I made a point of saying | would work very hard and make
a success of it.

b. Match the italicised words in the text to the definitions.

word from the text Its definition

think carefully before deciding
to do something

to take a chance with
enthusiasm

do something without thinking
about it carefully

think twice

rush into decisions

grab an opportunity

think straight be able to think clearly
make sure you do something
make a point of saying because it is important or
necessary

c. Complete the sentences using the ideas that are personally
relevant for you. Omeemsi mocym 6vime credyowumu.

1. You should think twice before you decide to promote one of
your employees.

2. Some people don’t like to rush into decisions especially when
they think what profession to choose and what college to enter.

3. Sometimes I feel I should grab an opportunity especially when
| am offered a job where creative skills are needed.

4. More often than not, people can’t think straight when they are
exhausted after a very hectic working day, they need rest.

5. When my brother entered the university he made a point of
saying to the family that he would do his best and study hard
to graduate with honours.

14



Task 2.11 Complete the sentences expressing the same meaning as
in the original sentences.

1. The company didn’t employ enough staff. Its productivity went down.

If the company had employed enough staff, its productivity
wouldn’t have gone down.

2. People often make emotional decisions. These decisions are poor ones.

If people don’t make emotional decisions, their decisions will be
good ones.

3. What would have happened if you had made the decision based
on your gut feeling?

Supposing you had made a decision based on your gut feeling, what
would have happened?

4. Can you think how things would be different if you hadn’t passed
you internship period in your new job?

Just imagine you hadn’t passed your internship period in your new
job, how would things be different?

Task 2.17 Match a word to its definition.

word definition
the quality of being certain of
confident your abilities or of having trust
in people, plans, or the future
someone who is paid to work
employee for someone else
to be able to attend or do
manage . . :
something at a particular time

15



to succeed in doing or dealing
with  something, especially

manage something difficult
to raise someone to a higher or
promote more important position or rank

unemployment

the number of people who do
not have a job that provides
money

train

to prepare someone or yourself
for a job, activity, or sport,
by learning skills or by exercise

Task 2.18 Complete the questions with some of the phrases given
below. Use the definitions in brackets to help.

1. What sorts of things do you tend to leave to the very last
minute (the latest possible time)? Do you think this is an
effective thing to do? Why/Why not?

2. What makes you feel you are really up to speed (aware of the
most recent developments) with all the new technology?
Which areas do you feel you are a little behind the times (old-

fashioned) in?

3. With hindsight (thinking now about the past), can you think
of a decision you’ve made that you regret? What happened?

What was the result?

4. Can you think of a situation where time flies (time seems to
pass very quickly)? What happens?

16




c. Explain the meaning of the phrases that were not used in you
answers. Make up sentences to show the realisation of their
meanings in the context. Omeemul mocym 6vime credwwumu.

A phrase context

time and again I’ve told you time and again to come
to your working place no less than ten
minutes before.

time management A one-day training course covered
most effective time-management skills
to improve productivity.

time really drags Time really drags when you are
waiting for somebody.

Task 2.20 A. Give synonyms for the following words from the text above.

A word or a phrase Synonym from the text
deep in your mind at the back of your mind
intend mean
boost energy lift
feel sorry regret
postpone put off
thinking speculating
results outcomes

Task 2.21 Read the text. Choose the verb form in italics to complete
the sentences. Entitle the text.

It is often suggested that children learn more quickly than adults
because they are more open-minded. Adults think they know it all.
And recent research backs it up. Groups of young children and
adults are tested on their ability to understand cause-and-effect
relationships in a number of contexts that were completely new to

17



them. The research found that given a novel problem, children 1 will
approach it flexibly, trying out any number of possible solutions,
whereas adults 2 will tend to draw more on the existing knowledge
and experience.

This knowledge about how the world works can be useful
because it allows us to make sensible predictions in many situations.
However, it also means that people 3 will often be ignoring the
evidence in front of them, falling back instead on conventional
assumptions and approaches. Although we like to talk about
creative thinking, in many situations, we 4 won’t even consider
ideas that don’t fit with our rather fixed world view and we too
easily discount things we believe 5 won’t work.

In a rapidly changing modern world, this mindset becomes
especially limiting. Consider a student at university today who learns
a bunch of facts about our current state of knowledge in a particular
field. By the time they get into the job market, much of that learned
knowledge 6 will have become out of date, as technology constantly
moves on, and the problems 7 they’ll have to deal with won’t be the
same as the ones they studied so conscientiously in the classroom.

Tomorrow’s graduates 8 will need to to be much more open-
minded and to try to be creative to solve the new problems that
changing technology and circumstances will undoubtedly throw up.
It seems likely that the most innovative minds of the future 9 will
embrace an element of childlikeness. 10 They’ll take a refreshingly
naive approach to things, ignoring what they think they know and
playing around with possibilities that others have dismissed.

18



Part 3. Earnings and Taxes

Task 3.1 Fill in missing words.

What is the difference between the words salary and wage?

Both words refer to the amount of money that an individual receives
for the services that he has rendered. “Wage’ is usually paid to those
people who are involved in manual labour; people whose tasks
involve more physical than mental effort. Servants, gardeners,
electricians, plumbers, factory workers receive the payment called
the wage. These workers are usually paid on an hourly / daily /
weekly basis. Public sector offices hire people on “daily wage’; and
these workers receive their wage at the end of the day; the end of
the week, or at the end of the month.

‘Salary’, on the other hand, is paid to professionals and people who
do not perform manual labour. Such people are sometimes called
‘white-collar workers’. If you have a white-collar job, i.e. a job that
does not involve manual labour, you receive a salary. Teachers,
clerks, bank managers, income tax officials, are some of the people
who get paid a salary. It is usually given on an individual or a
regular basis — it could be weekly, monthly, etc. —and unlike ‘wage’,
the salary that an individual receives is usually fixed. While a wage
earner may receive extra money if he works a couple of hours more,
a person earning a salary does not usually get anything extra for
working more hours.

Task 3.7 Give synonyms for the following words and word
combinations from the text.

A word or a phrase A synonym from the text
remuneration financial reward

to earn to receive money

to take into account to take into consideration
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irrespective

regardless

monotonous

repetitive

to be underpaid

to be paid less

work market

labour market

research investigation
earnings income
proportion ratio

Task 3.8 Which of the adjectives that follow best describe the jobs
and professions mentioned in Part 1 and in Part 2? Give the
meaning of the adjectives. Look up the words in the dictionary.

A job, a
English profe_ss_ion or
word synonym, | Russian equivalent an azgxll% that
definition described with
this adjective
making a being a nurse
fulfilling person HPUHOCSIIAS IS a _hard job,
happy and | ynosnerBopenue | but it may be
satisfied fulfilling.
manual
labour,
manual
hvsical control.
manual W%rz, done (pusmccias th_e
by hands pabora professions of
a gardener,
refuse
collector,
plumber
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Tpy/Has,

needing a TpeOyrorast climbers
arduous lot of effort PCEOYIOIL Y
OHEPTUYHBIX mountaineers
to do .
YCUIIUHA
mind- extremely CKy4Hasl, data analyst,
numbing boring 0JIHOOOpa3Hast accountant
needing a software
. lot of tim veloper
demanding ot of time, Tpe6YIOHja$I deve oper,
attention, YCHITHI medical
or effort practitioner
very
difficult mountain
gruelling and making | u3HYpUTEIbHBIN guide,
a person miner
very tired
making a
person feel -
. physician,
satisfied TPUHOCSIIAS nurse
rewarding that YIOBJIETBOPCHHE, '
: teacher
something OnmaronapHas
good has
been done
ordinary, OIHO0BDA3HAS data base
mundane or not s P ’ administrator,
. . CKy4YHas
interesting accountant
. . artist,
interesting
. . : actor,
stimulating | and making HHTEpECHAs
ou think researcher,
y translator
strenuous needing a Tpeflﬁ:;aﬂ brllfakrrrzion,
lot of effort 4 ’ '
HaIrps>KCHHas
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making a
person
enthu- film maker,
motivating siastic BAOXHOBIIAIONIAA, scriptwriter,
HHTEpECHAs .
about singer
doing
something
carpenter,
physical manual busnueckas lorry driver,
logger
using or
relating to
: qn_e’s researcher
intellectual ability to YMCTBEHHast S
. scientist
think and
understand
things
Task 3.9 Translate the sentences.
1. JIepkHass rTOHKa Ha MapadOHCKYIO JHCTAHIIMIO — 3TO

CIIOPTUBHOE MEPONPHATHE, KOTOPOE MPEIACTABIsICT COOOM
HU3HYPUTCIIEHOC UCIIBITAHUE HAa BBIHOCJIIMBOCTD.
A marathon distance skiing race is a sporting event that
represents a gruelling test of endurance.

2. DTO OBIT TPOEKT, KOTOPBIH TOTpeOOBaN HaNPsHKEHHBIX
Harpy3o0K BCEX YYaCTHHUKOB I €0 peajlnu3aliu.
To be realised the project required strenuous workloads for its
participants.

3. Pa3paboTka HOBOIl MOKYMEHTALMU IO MPOEKTY IOKa3anach
HCKOTOPLIM YYaCTHUKAM CJIMIIIKOM WOMHTQHBHOﬁ.
The development of new documentation on the project seemd
to some of the participant too mind-numbing.
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4. Ona 3acraBmia ce0si 3aHATbCS Ooyee MPU3EMIICHHBIMHU
(CKy4HBIMH) JCIIaMH.

She forced her mind onto more mundane things.

5. beiTh pykoBoguTenem B Ou3Hece — OjaromapHas pabora ¢
(bMHAHCOBOW TOYKH 3pEHUS, HO OYCHb HAIPSHKCHHAS.

Being a business executive can be financially rewarding but
very strenuous.

6. Uemnuonatr mo ¢QyrOoily CUHMTAeTCs OIHUM W3 CaMbIX
CJIOXHBIX B CIIOPTHBHOM KaJICHAAPEC 3TOI'O roaa.

This figure skating championship is considered one of the
most demanding in the sports calendar.

7. HoBBlli moaxom K opraHu3aiuu pabodymx MeCT MpHu3BaH
MOTHBHPOBATh COTPYTHUKOB paboTats Ooiee 3¢hheKkTuBHO.
The new organisation scheme is designed to produce
a motivating effect for employees to work more efficiently.

8. IIporry mpoieHus, 3To OblIa HANPsHKCHHAS HENENs, 1 MHE
HY)XKHO €Ille HEMHOTO BPEMEHH, 4TOObI OO0AyMaTh IeTald
HOBOTI'O IIPOCKTA.

I’m sorry, it’s been a stressful week, and | need some time
more to think over the details of the new project.

Task 3.11 Dictionary work. Look up the following words, give their
definitions, derivatives and collocations. Fill in the following table.

word definition useful phrases derivatives
to choose
Someone a newly appointed
appoint officially for y app appointment
. colleague
ajob or
responsibility
having lost
redundant the job to be made redundancy
because your | redundant
employer no
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longer needs
you

manage

to be
responsible
for
controlling
or organising
people or a
company,
especially a
business or
employees

to manage funds;
to manage
employees

manager
managerial
management

perform

to do a piece
of work, a
job, task, or
a duty

perform
well/poorly

performance,
performing

promote

to raise
someone to a
higher or
more
important
position or
rank

to promote
somebody to
something

promotion

train

to prepare
someone or
yourself for a
job, activity,
or sport, by
learning
skills and/or
by exercise

train as
(profession) an
accountant

training
trainee
trainer

vocation

a type of
work that
you feel you
are suited

find/miss your
vocation;
vocational training

vocational;
vocationally
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to doing and
to which you
should give
all your time
and energy,
or the feeling
that a type

of work suits
you

the quality of
working well
inan
efficiency | organised
way, without
wasting time
or energy

achieve/boost/
improve efficiency; | efficient;
business/economic | efficiently
efficiency

the rate at
which a
country,
company,
etc. produces
goods or increase/improve/
services, boost productivity; | productive
usually produce
judged in productivity producer
relation to increases/improves/ | production
the number | goes up
of people and
the time
necessary to
produce
them

productivity
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Task 3.12 Complete the sentences with the correct form of the word
in brackets.

1. He turned out to be the only applicant. (apply)

2. This firm is very selective and they usually get what they
want. (select)

3. She was the first woman who has been promoted to an
administrative job in this company, the job pays well and
promotion prospects are quite good. (promote; promote)

4. You’ll have to see our manager in chief first. (manage)

She was one of the best reporters and legal training was a real

plus at the trials. (train)

6. Atthis stage an interviewer is expected to ask some questions about
the company. An interviewee is someone who is asked questions
to decide whether he is suitable for a job. (interview; interview)

7. Certain questions are frequently asked by the interviewer.
(interview)

8. His job is to provide a wide range of sports facilities for the
employees of the firm. (employ)

9. Candidates should make their applications on the standard
forms available in the Personnel Department. (apply)

10. Administrative skills are crucial to make a good managing
director. (manage)

11. Skilled workers are always in demand. (skill)

12. We admired his skillful handling of this situation. (skill)

13. What are your prospects of promotion? (promote)

14. Your experience will help you to start a training course for
new team members. (train)

15. The more skills you have, the more confident you feel at
your workplace. (confide)

16. He felt more confident after he had been a trainee for a
month. (train)

17. One of her tasks as secretary is diary management. (manage)

18. The number of the employees increased when the company
started a new project. (employ)
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Task 3.16 Translate the text from Russian into English.

The original

Translation

B Poccun pusnueckue
JIMIIA JOJDKHBI TUIATHTh
nooxoaHbIi Haor (13 %),
3emenbHBINA Hasor (0,3 % ot
KaJacTPOBOM CTOMMOCTH
ydacTKa 3eMJTH, KOTopast
paccUUTHIBACTCS 110
CrienuagbHON hopmyIie) u
HaJIOT Ha TPAHCTIOPT (KOTOPBIHA
3aBUCHUT OT MOIIHOCTH
JIBUTATEIIS] TPAHCTIOPTHOTO
cpenctBa). bonpmmHcTBO
MAJTbIX TIPEATPHUITANR UMEIOT
MPaBO Ha YIPOIICHHOE
HaJI0r000JI0’)KEHUE U MOTYT
BBIOpATh OJIMH U3 CIIEAYIOIINX
HAJIOT'OB: ITOJOXOIHEIN HAJIOT
(6 %) wu Hanmor Ha MPUOBLIH
(15 %), enuubIit
CEJIbCKOXO03MCTBEHHBIN HAJIOT
(6 % ToabKO I hepMepoB).
KopnopatuBHbIe HANOTH JUISI
CPEIHETro M KPYIMHOTro Onu3Heca
BKITIOYAIOT HAJIOT HA IPHOBLTH
(20 %), Hasor Ha
N00aBICHHYIO CTOMMOCTh
(20 %), HayIOT HAa UMYIIIECTBO
(0,2 %) u HEKOTOpBIC ApyTHE
HAJIOTH, TaKWe KaK BOJHBIN
HAJIOT U HAJIOT Ha JOOBIYY
TIOJIC3HBIX MCKOTIAEMBIX.

In Russia, individuals are
supposed to pay in income tax
(13 %), land tax (0.3 % of the
land’s cadastral plot which is
calculated by a special
formula) and vehicle tax
(which is linked to the
vehicle’s engine power).

Most small businesses
are eligible for simplified
taxation and can choose one
of the following taxes: income
tax (6 %) or profits tax (15 %)
or unified agricultural tax
(6 %, farmers only) or tax on
imputed income (calculated
by a special formula, certain
companies only). Corporate
taxes for medium and large
businesses include profits tax
(20 %), value added tax
(20 %), property tax (0.2 %)
and some other taxes like
water tax and mineral tax.




KomndecTBO HAIOTOBBIX
BBIUCTOB OI‘paHI/I‘IeHO.
Ha nanorosble BBIYETHI MOJKET
HpeTeHI[OBaTB TOJIBKO
HAJIOTOIIATENBIINAK U TOJIBKO
B TOM CJTy4ae, eCJIi Y HeTO
€CTh JOXOMbI, 00JIaraeMeIe
HaJIOTOM 10 cTaBke 13 %.
ConuanbHbIe HAJIOTOBBIE
BbBIUCTHEI BOBMOKHBI HA
pacxo/ibl HAJIOTOTIATEIBIIINKA
Ha cOOCTBEHHOE 00YUYEHHUE U
00ydeHue KaKI0ro U3 JAeTei, a
TaK)Ke PacXo/Ibl Ha JICUCHUE U
JIEKapCTBa IS
HaJIOTOIIATCIBbIIIUKA U €TI0
cynpyru (cynpyra),
pOI[I/ITeJICI/I n JCTCU.

The number of tax
deductions is limited. Tax
deductions can only be
claimed by a citizen and only
if he has income taxable at the
rate of 13%. Social tax
deductions are available on the
expenses incurred by the
taxpayer on the education of
him/herself and each of the
children, as well as expenses
for medical treatment and
medicines for the taxpayer and
his/her spouse, parents and
children.

28




Part 4. Ongoing changes at work

Task 4.8 Translate the sentences.

1.

Hpeno/:[aBaT (S1115 CTaparoTCsa COCTaBJIAITh TECThI,
COOTBETCTBYIONINE MHAWBUAYaJIbHBIM l'IOTpe6HOCT$IM yJaluxcsl.
The lecturers are trying to compile tests appropriate to the
individual need of the pupils.

Teneps, koraa mpobiaema oOHapyKeHa, MOXKHO MPEIPUHSATD
COOTBETCTBYVIOIIME ICHCTBUSL.

Now when the problem has been found out, one can take
appropriate measures.

Celiuac noaxozsuiee BpeMs JUIsl iepepbiBa?

Is this appropriate time for the break?

Kuura nanmcana B cTuie, COOTBETCTBYIOIIEM BO3PACTY JETEH.
The book is written in the style appropriate to the age of children.
Becy mepconan  mpomen  oOydeHHE ~Ha  YpOBHE,
COOTBETCTBYIOUIEM CYIIECTBYIOIIUM TPEOOBAHUSIM.

All the staff members have been trained on the level
appropriate to the existing requirements.

PaboTHukM 3TON (DUPMBI TODKHBI OBITH d2(PQEKTUBHBIMHU U
KOHKYPEHTOCHOCOOHBIMH, YTOOBI JOOMBATBHCS  BBICOKHX
pe3yabTaTOB.

The workers of thie firm need to be efficient and competititve
to achieve best results.

VYnpanstomuii ciocoO0CcTBOBAI Pa3BUTHIO MOTHBAIIMH CBOMX
COTPYIHUKOB K YYaCTHIO B peajin3aliu IIPOEKTa.

The manager contributed to the development of his employees’
motivation to take part in the implementation of the project.
[Tepconai ¢pupmbI Beerga CTPEMUTCS K JIOCTHKEHUIO JIYIIIIHAX
PE3VYILTATOB B IIPOU3BOAUTEIBHOCTHU TPVYA.

The firm’s staff members always do their best to achieve
utmost results in labour productivity.
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9. PaGoTtHukn 0(HUCOB  JOJDKHBI _ MPUCIIOCAOIHMBATBCA K
IOOCTOSIHHBIM N3MCEHCHUIM B TEXHOJOTINYECKOM OCHAIIICHUH.
Office workers need to adapt to ongoing changes in
technology.

10. ITocTOSHHO pa3BHBAIOIMIKECS TEXHOJOTHH CIIOCOOCTBYIOT
HOOBBIIICHUIO Ka4YE€CTBA U ITPOU3BOAUTEIBHOCTHU TPY/JA.
Constantly developing technologies contribute to raising
production quality and labour productivity.

Task 4.9 Read the text and replace the underlined words/phrases
with the more formal language from the list.

Facilities at work

1) Facilities for workers remain extremely basic. For instance,
2) there is still no kitchen for the staff. In my opinion, 3) it would be
relatively cheap 4) to set up such a facility as there is 5) a vacant room
which could be 6) converted into a kitchen with 7) a small seating
area. 8) Another suggestion is to 9) establish an arrangement with the
10) adjoining gym next door to allow staff to use the gym’s facilities
11) at a reduced rate. 12) It is my firm belief that this would be well
used both at lunchtime and after work. 13) | suspect that 14) such
moves would 15) improve staff morale and comradeship and,
16) consequently, 17) how much work they get done 18) in the long
run.
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Test.

(TpaBWIIBHBIC OTETHI BBIJCICHBI KUPHBIM HIPUPTOM).

1. Which word forms a collocation with the verb make?
A a mistake B afavour C business D load

2. Which word forms a collocation with the verb do?

A a complaint B an excuse C an attempt D homework

3. Complete the sentence using either work or job.

After the break we set to work.

4. Complete the sentence using either work or job.
These projects will help create jobs in rural areas.

5. Read the definition of a word and name it.

A type of job that needs special training or skill, especially one
that needs a high level of education. profession

6. Read the definition of a word and name it.

The job or a series of jobs that you do during your working life,
especially if you continue to get promoted. career

7. Read the definition of a word and name it.

All the workers employed in a company or firm. staff

8. Read the definition of a word and name it.

The ability to do something well especially after being trained. skill
9. Name an important 21st century skill after reading its definition.

Willingness to change in order to suit different conditions.
adaptability
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10. Name an important 21st century skill after reading its definition.
Being original at solving problems. creative
11. Name an important 21st century skill after reading its definition.

Being ready to introduce changes into the plan of work or working
routine for the best results. flexibility

12. Name an important 21st century skill after reading its definition.

Ability to arrange and control processes and employees.
Management skills

13. Complete the sentence expressing the same meaning as in
the original sentence.

The company didn’t employ enough staff. Its productivity went down.

If the company had employed enough staff, its productivity
wouldn’t have gone down.

14. Complete the sentence expressing the same meaning as in
the original sentence.

Can you think how things would be different if you hadn’t passed
you internship period in your new job?

Just imagine how things would be different if you hadn’t passed
you internship period in your new job?

15. Name the word.

To prepare someone or yourself for a job, activity, or sport, by
learning skills and/or by mental or physical exercise. train

16. Name the word.

To raise someone to a higher or more important position or rank.
Promote
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17. Name the word.

The quality of being certain of your abilities or of having trust in
people, plans, or the future. confidence

18. Name the word.

To succeed in doing or dealing with something, especially
something difficult. manage

19. Use either wage or salary.

‘Wage’ is usually paid to those people who are involved in manual
labour; people whose tasks involve more physical than mental
effort.

20. Use either wage or salary.

Servants, gardeners, electricians, plumbers, factory workers
receive the payment called the wage.

21. Use either wage or salary.

Teachers, clerks, bank managers, income tax officials, are some of
the people who get paid a salary.

22. Use wage and salary to complete the sentence.

While a wage earner may receive extra money if he works a
couple of hours more, a person earning a salary does not usually
get anything extra for working more hours.

23. Give synonyms for the following words and phrases.

Remuneration financial reward
to earn to be paid
irrespective regardless
monotonous repetitive
to be underpaid to be paid less
work market labour market
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7. earnings income
8. proportion ratio

24. Complete the sentence with the correct form of the word
in brackets.

She was the first woman who has been promoted to an
administrative job in this company, the job pays well and
promotion prospects are quite good. (promote; promote)

25. Complete the sentence with the correct form of the word
in brackets.

Skilled workers are always in demand. (skill)

26. Complete the sentence with the correct form of the word
in brackets.

He felt more confident after he had been a trainee for a month.
(train)

27. Complete the sentence with the correct form of the word in
brackets.

The number of the employees increased when the company started
a new project. (employ)

28. Name the word judging by its definition.
To choose someone officially for a job or responsibility. Appoint

29. Name the word judging by its definition.
To do a piece of work, a job, task, or a duty. perform

30. Name the word judging by its definition.

The quality of working well in an organised way, without wasting
time or energy. Efficiency
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