Задания выполняются в Вашей рабочей тетради. Отчет отправляем в виде фотографий выполненных работ.
Тема 1. FINDING THE RIGHT JOB

ПОИСКИ НУЖНОЙ РАБОТЫ
I. Read and learn new words. Записать слова в словарь
	career
	карьера 
	skill 
	навык

	unemployment
	безработица
	experience
	опыт, стаж, квалификация

	employment
	трудоустройство
	ability 
	способность 

	job
	работа
	to involve 
	вовлекать

	position
	должность
	income
	доход, прибыль

	search
	поиск
	to depend on
	зависеть 

	to look for
	искать
	assistance
	помощь

	applicant
	кандидат
	cover letter
	сопроводительное письмо

	quality 
	качество
	to increase 
	увеличивать

	earnings
	заработок 
	
	


II. Read the text. Записать перевод текста (перевод выполняли, записать тем, кто отсутствовал на занятиях) 
	Office Careers

Every day, large companies receive hundreds of letters from job seekers. Unemployment statistics make headlines. Behind unemployment hides another, more personal kind of employment crisis: underemployment

Underemployment can involve full- or part-time work. The term refers to the type of work you are doing: the heart surgeon working as a salesperson or the professor sorting mail. Are these examples exaggerated? Unfortunately not. Especially when you consider the lives of many adults who have moved from their country of birth to another part of the globe.

Underemployment

Why do so many people settle for underemployment? Perhaps because of the need to find a job quickly, any job. Unfortunately, the best job is not often the easiest to find. In modern, industrial nations underemployment is alarmingly common; studies in the United States, for instance, have shown that as many as 80 percent of adults are underemployed. That's almost everybody! So if you share in the frustration of underemployment you are hardly alone. In fact, you're in good company!

Taking underemployment personally, a person may feel singled out. Yet underemployment differs from failure.  Underemployment is temporary and can be overcome in time. To develop a career means setting long-term employment goals.

Finding the Right Work

Finding employment takes hard work in itself; so does finding a better position once employed. Competition for good jobs — those that are challenging, interesting, and well-paid — is here to stay.  Landing the right job is a major step in launching a successful career. But career planning only starts there. 

Career development involves long-term planning. The search continues over the years as a person moves from one position to the next, developing skills which include the use of language.

A wide variety of skills is required for almost any job, anything from taking instructions to giving them, from being supervised to supervising. In order to signal what you can do and what you have done, it is useful to think of your skills and experience in terms of action verbs.

Job Search

How can you make basic decisions about the choice of jobs and career? Most people go to the openings. If you read the want ads in the newspaper, for example, you learn who is offering employment. This is only one way to go about finding work.

Another strategy is to do some long-range planning. This involves determining your abilities, interests, and needs. What have you already learned by education and experience to do well? There are your skills, or abilities. What is it that you most enjoy doing? There are your interests. What kind of income will you need to support yourself and your family? These are your needs.

In addition to the development of language and vocational skills, a successful career depends on learning how to look for work. Success is not guaranteed by seeing experts at an employment agency. While professionals may give valuable assistance, success in the long run depends on doing some thinking on your own — for instance, naming personal interests and abilities on a resume.

Developing a resume begins with listing the skills a person has already gained. In addition, a resume specifically how and where those skills were acquired. All told, the resume states the qualifications and work history of an applicant. A well-written resume sent with a letter of application can win the interview of a life-time

Often what makes a prospective applicant stand out is the attitude that comes through in the cover letter. Qualities such as initiative, self-control, and a sense of responsibility are highly regarded by employers today.
Employment in Market Economy
In market terms, an individual can increase his income by working harder (taking a second job, say) or working smarter (for example, acquiring new, more wanted skills). In the United States, according to  statistics, education has a direct and powerful effect on earnings; a person with university degree, or 16 years of education, will over a lifetime earn more than twice what someone with only eight years of education, .will earn. But still many persons entering the working world lack adequate training in such areas as leadership, communicating ideas and needs, and working successfully as a member of a team. Employees must be skilled in allocating time, money and other resources needed to carry out a job. They are to be able to evaluate and use new information. They must understand how one task may effect other related tasks. Finally they have to be able to learn new skills and adapt to changing technology.



Exercises

№1. Find the English equivalents of the following words and word combinations. Перевод
Уровень дохода; образование; приобретать новые, более востребованные на рынке навыки; ресурсы, необходимые для выполнения работы; повысить  свой доход; отношение к работе; пройти интервью; получить работу; квалификация; искать работу; успешная карьера; принимать жизненно важные решения; широкий спектр навыков; статистика по безработице
№2.  Find the Russian equivalents of the following words and word combinations. Перевод
 A wide variety of skills; career development, to receive job; seekers; unfortunately; to take underemployment personally; to develop a career; to land the right job; a successful career; to develop skills; to take instructions; to give instructions; to be supervised; market economy

№3. Answer the following questions. Ответы записать
1. What is underemployment?

2. Why is there a competition for good jobs?

3. What does career development involve? Why?

4. What are the main strategies of job searching?

5. What is a resume?

6. What are main points of a resume?

7. What qualities of an applicant are highly regarded by employers today?

8. Does educational level effect on earning s? Why? 

8. What can you say about the problem of unemployment in our country?

9. Have you an experience of job searching? Tell the class about it. Were you successful? Why?

Тема 2. TALKING ABOUT MANUFACTURING
ОБСУЖДЕНИЕ ПРОИЗВОДСТВЕННЫХ ВОПРОСОВ
1.Перевод диалога записать
Mike and Dan work for Swift Shoes, a manufacturer of sneakers. Mike is in charge of manufacturing. Dan is trying to push Mike to get some new shoes ready quickly. 
Dan: We’ve decided to launch our new spring shoe on April 20th.

Mike: We’re still trying to work out the kinks in our manufacturing process. Our factory in China is having trouble with the soles.
Dan: I know that, Mike. But you’ve still got three months. It should be plenty of time.
Mike: It could take another six months to fine-tune our manufacturing process.
Dan: Well, we don’t have that much time. No ifs, ands, or buts, we need to launch on April 20th.
Mike: Just for the record, I think we’re cutting it a little close. I recommend we launch on July 20th instead.

Dan: We can’t. We’ve already decided on the tagline: “Spring into spring with Swift’s new spring shoe.”
Mike: It’s time for a reality check. I’m telling you we might not be ready by April 20th, and you’re telling me we have to be because of a tagline?
Dan: Mike, now’s the time to step up to the plate and get the job done.
Mike: Well, I’m going to be working down to the wire.
Dan: Just do whatever it takes. Just make sure we’ve got a million pairs of shoes in inventory by the April 20th deadline.
Mike: I’m going to have to run the factories 24/7. That’s going to be a lot of overtime pay.
Dan: At the end of the day, a little extra expense doesn’t matter. We just want those shoes ready by April 20th.
2. Лексика по теме. Записать в словарь
(to) work out the (or some) kinks
решить проблемы
The company announced that they will delay the launch of their new product by two weeks. They still need to work out the kinks with their packaging process. 

(to) fine-tune
усовершенствовать
Rick hired an executive coach to help him fine-tune his managerial skills. 

no its. ands, or buts
без возражений, без всяких разговоров

All employees must attend our team-building workshop tomorrow, no ifs, ands, or buts. 

just for the record (also: for the record)
хочу заметить
I know that everybody else likes the idea of using a bear for a mascot, but, just for the record, I think it’s a lousy idea

reality check
реальный взгляд на вещи

You think we can start selling our products through our website next month? Time for a reality check! Nobody at our company knows anything about e-commerce. 
(to) step up to the plate
взяться за (трудное) дело
We need somebody to be in charge of organizing the company holiday party. Who’d like to step up to the plate and start working on this project? 
(to) get the job done
выполнить работу, завершить дело

We plan to outsource all of our software development to VVV Software. We know they have the resources to get the job done. 
(to) work down to the wire
работать до упора / до последней минуты

The investment bankers need to turn in their report at 9 a.m. tomorrow morning, and they’ve still got many hours of work left on it. They’re going to be working down to the wire. 

(to) do whatever it takes
сделать все возможное
It’s very important that our new product be ready before Christmas. Do whatever it takes to make that happen. 

24/7 (twenty-four seven)
круглосуточно
During tax season, many accountants work 24/7. 

at the end of the day
по большому счёту; в конце концов, в итоге
At the end of the day, the most important thing is how many cases of product we were able to ship this year

Заполните пропуски следующими фразами. Записать и перевести
working down to the wire
get the job done
cutting it close
24/7
reality check
fine-tuning
work out the kinks
does whatever it takes

Tom is a plant manager at Chocolate Delights, a manufacturer of chocolate. To prepare for the holiday season, the chocolate factory operates ___1___ and doesn’t shut down for even an hour. Tom is very hardworking and every year ___2___ to get a large amount of chocolate produced to meet the holiday demand. This year, Chocolate Delights decided to make a new type of chocolate Santa Claus. There were some problems with the manufacturing process, but Tom was able to ___3___. It was just a matter of ___4___ one of the machines. Tom’s goal is to have 100,000 boxes of chocolate ready to ship by November 1. Will he reach this goal? Probably, but he’ll be ___5___ . Nancy, Tom’s boss, is afraid he’s ___6___ this year. “Time for a ___7___ ,” she told him this morning. “If you don’t speed up production, you’re not going to reach your quota.” Tom just smiled and replied, “Don’t worry, I’ll ___8___. You can count on me.”

Вставьте в текст следующие слова: capital, competition, plan, market, facility, investment, flow, products, expenses, overheads, stock, sales. Записать перевод 
A few years ago I decided to start my own business. I live by the sea and I love surfing, so I knew that there would be a (1) _____ for surfboards, wetsuits and all the other equipment surfers need. There were already other shops in the area selling similar (2) _____ , so I knew there would be quite a lot of (3) _____ , but I still thought I could make a success of it. I had already built up a certain amount of (4) _____ in my bank account but I knew I would need an overdraft (5) _____ , so I asked the bank what I needed to do. They told me I needed to prepare a business (6) _____ with a detailed cash (7) _____ . I was pleasantly surprised that they immediately agreed to provide the overdraft. I deliberately opened my shop in May so I knew (8) _____ would be good, but when you start a business, the (9) _____ are very high as well. In addition to (10) _____ – rent, regular bills and so on – you also have to make quite a big (11) _____ in computers, equipment and of course, (12) _____ . It’s too early to say, but things seem to be going OK. I’m keeping my fingers crossed!

Тема 3. DEALING WITH A DISSATISFIED CUSTOMER
Разрешение конфликтных ситуаций
1. Выполнить и записать перевод
John hired Kevin’s web design firm to design a website for his company, but John’s not satisfied with the end result.
John: We’re disappointed with the website you designed for us. It’s a far cry from what we were expecting.
Kevin: I’m sorry you’re not satisfied. We really went all out to make it a great site.
John: Well, I’m not going to mince words. You charged us a pretty penny, and you didn’t deliver.

Kevin: Wow, I’m really surprised to hear you say that! We pulled out all the stops.
John: Don’t try to pull the wool over my eyes. You promised that your best people would work on this project, but our website looks like it was designed by a summer intern!

Kevin: What exactly is the problem with the site?

John: Where to begin? The shopping cart doesn’t even work.

Kevin: Really? Well, we’ll get right on that.

John: And you guys messed around forever getting the site done. You were three months behind schedule!

2. Kevin: I’m sorry about that. We were swamped. Let me make it up to you. We’ll give you a 25 percent discount on the project.
3. Записать новые слова в словарь

a far cry from
далеко не такой, как…; отличающийся от
Cisco Systems’ stock may be trading higher, but it’s still a far cry from where it was in 2015

 (to) go all out
очень стараться
The small gift shop went all out on advertising in December, trying to increase its holiday sales.
(to) mince words
деликатно выражаться, следить за языком

Sue told you your new product idea was “the stupidest idea she’s ever heard?” Clearly she’s not one to mince words!.

pretty penny
кругленькая сумма
Ruth made a pretty penny selling antiques on eBay. 

(to) deliver
оправдать надежды, ожидания
You made a lot of promises during your job interview here. Now that you’re hired, I hope you can deliver! 

(to) pull out all the stops
ни перед чем не останавливаться, приложить все силы

Many airline companies are pulling out all the stops to win the right to fly direct to China

 (to) pull the wool over one’s eyes
пускать пыль в глаза, обманывать
Are you telling me the truth or are you trying to pull the wool over my eyes? 
Where to begin?
С чего же начать?

Your new marketing campaign has so many problems. Where to begin? 

(to) get right on something
сразу заняться (чем-л.)

You need my help in finding a new office to lease? I’ll get right on that. 

(to) mess around
бездельничать, лодырничать, тратить время зря

We don’t have time to mess around with the design for the packaging. Let’s just design it quickly and get it into production! 

(to be) swamped
быть поглощенным работой

Accounting firms are swamped during tax season. 

(to) make it up to you
компенсировать вам ущерб (беспокойство и т.п.)

I’m sorry that you weren’t happy with the sign we made for your business. Let me make it up to you and make a new sign for you at no charge. 

3.Выберите лучшую замену для выделенной фразы и выполните перевод предлоржения:

1) I know we need to do some belt-tightening, but I’m not sure that laying off employees is the solution.
a) increase our revenues b) get rid of some people c) reduce our expenses

2) Changing the packaging design at this point is out of the question. We’re already in production.
a) not a possibility b) a good idea c) probably not possible

3) If we’re serious about saving money, we should consider cutting back on our use of expensive consultants.
a) eliminating b) reducing c) increasing

4) You can tell me about how great Jim is until you’re blue in the face. The fact is, I don’t like the way he does business.
a) until your face turns blue b) all you want c) until I change my mind

5) Kyle and Mark are meeting at Flanagan’s Bar after work to bat around some ideas about starting their own business.
a) discuss ideas about starting their own business b) dismiss the idea of starting their own business
c) finalize plans to start their own bar

6) When you’re the boss, demonstrating good leadership is the name of the game.
a) not important b) somewhat important c) very important

7) The food manufacturer’s costs have gone up, but they are unable to raise the price of their products. They’re caught between a rock and a hard place.
a) stuck in an undesirable position b) ready to go out of business c) deciding between two great options

8) Why don’t you open a corporate account with DHL and ship all of your packages with them? You could save a bundle.
a) You could stop carrying heavy packages. b) You could save a few dollars. c) You could save a lot of money.

Задание 4. Перевод диалога записать
Kathy: We’re going to be in the red again this year.
Joel: I think we should cut back on employee health benefits. We could save a bundle.

Kathy: True, it might help the bottom line, but our employees would be really unhappy. I would only recommend it as a last resort.
Joel: Well, we need to do some belt-tightening. We can either have a salary freeze or we can cut back on the health benefits. I think I’ve chosen the lesser of two evils.

Kathy: Another salary freeze is out of the question. All our best employees will quit.

Joel: I’m caught between a rock and a hard place. I have to cut costs.

Kathy: Do you really? I don’t think cutting costs is the name of the game. I think the secret is figuring out how to increase our sales.

Joel: How do you suggest we pull that off?


Kathy: Let’s meet with the other vice presidents and bat around some ideas.

Joel: We can talk until we’re blue in the face. We need to take action now.

Kathy: It’s clear that you and I don’t see eye to eye. For now, let’s just agree to disagree.

Задание 5. Составить предложения:

in the red
с убытком, с дефицитом

(to) cut back on
уменьшать, сокращать
 (to) save a bundle
сэкономить кучу денег

last resort
последнее средство
belt-tightening
затягивание поясов; сокращение расходов

the lesser of two evils
меньшее из двух зол
out of the question
совершенно исключено, даже не обсуждается

