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IEPE/IMOBA

HapuanpHo-mMeTomuuHa po3podka “Work and Jobs” mpusHaueHa ciyryBaTd SK
JOTIOMIXKHI MaTtepiajii J0 HaBYaJbHUX NOCIOHWKIB BuAaBHULUTB Longman, Oxford
University Press (miapyunuku cepii: “Language Leader”, “Total English” etc), 1 oxorutoe
JICKCUKY PIi3HHUX piBHIB ckiIagHOCTi. Tema «PobOoTa» € akTyaabHOK IPH BHBUYCHHI
OCHOBHOI 1HO3€MHOi MOBHM Ha BCIX Kypcax, 1 TOMy ICHye moTpeda y CTBOpPEHHI
METOPO3POOKH, MPUCBSUCHIN 11N TEMI.

Ha mowarky momaHo mepenik TEMaTHYHUX MOBJICHHEBUX CHUTYaIlld ISt
03HAHOMJICHHS 3 TEMOIO Ta MOKJIMBOCTSIMU i1 3aCTOCYBaHHS y TOBCSKICHHOMY KHUTTI, 3
METOIO TTOIAJIBIIIOTO OMPAIIOBAHHS CTY/ICHTAMHU 32 BUOOPOM BUKJIaJava.

OCHOBHUM TPHUHIIMIIOM aBTOpa MPU YKJIAJAaHHI METOAPO3pOOKH OysIo HagaTh
BUKJIaJ]a4€BI-MOBHUKY BHOIp 3aBJaHb Ta HAMNPSIMKIB y TPOIECI 3aCBOEHHS TEMHU, a JJIs
IILOTO 3a0€3MeUYnTH HOTO JOCTAaTHIM HAOOpOM MaTepiaiy i onpairoBaHHsa. KoxkeH TekcT
y METOJIPO3pOoOIli CyMpOBOIKYETHCS BIpaBaMHU Ha JICKCUKY Ta OOTOBOPEHHS MaTepiamy.
AKIIEHT 3p00JICHO Ha TTOCTYNOBOMY OBOJIOJIIHHI HABUYKAMHU BUJILHOT'O TOBOPIHHS IUISIXOM
«3aHypEHHS» B aHTJIOMOBHUM MaTepiai, sIkUil BiJoOpakae peasii aHrJIOMOBHOTO CBITY.

OcHoBHY (0a30By) JIEKCUKY MOJAHO B MEPUIMX PO3JALJIaX METOIPO3POOKH, HACTYITHI
PO3MLUTH CKJIAJACHO 32 IPUHLIUIIOM JOMOBHEHHS Ta aKTyai3allii, BUBEJECHHSI KOMYyHIKallii y
IPOCTIp BUIBHOTO BOJIOAIHHS MOBOK. 3 II€I0 METOI METOAPO3po0Ka TPOIMOHYE
NEPEeBaKHO OPUTiHAIbHI, HE aAaNTOBaH1 TEKCTH PI3HOTO PiBHS CKJIAJIHOCTI.

3aBiaHHA, HAa HAIly AYMKY, MOXHa MOJUIUTH Ha TPU PIBHI CKIAJAHOCTI: MPOCTUH,
CEpEeHii Ta BUCOKHH.

3aBgaHHs MPOCTOTO piBHS cKiagHocTi: Po3x 1, Sit. 1-4, 6-7, 10, 13, 24, 29. Po3n 5,
12,16, 21. Po3x 6: Ex.1-5; Po3n 7: Ex. 1-4; Po3n 9: Ex. 1; Po3g 13: Ex. 3—-6; Po3xg 15: Ex.
1.

3aBaaHHs cepeHbOro piBHA ckiagnocti: Po3n 1, Sit. 5, 8,9, 11, 12, 14-16, 19, 22,
28, 30. Po3x 2: Phrasal Verbs; Po3n 3: Synonyms; Po3n 10, 20, 22, 23. Po3x 6: Ex. 6-9;
Po3x 7: Ex. 5-8; Po3n 9: Ex. 2; Po3g 11: Ex. 2; Po3x 13: Ex. 1-2; Po3n 15: Ex. 2-4.

3aBaaHHs BUCOKOTO piBHA ckiaaHocti: Po3n 1, Sit. 17-18, 20-21, 25-27. Po3n 4, 8,
17-19, 24-26. Po3nx 6: Ex. 10-12; Po3x 9: Ex. 3; Po3x 11: Ex. 1; Po3x 14: Ex. 2, 3.

Crig 3a3HauMTH, 10 HAII MIAX1J JAa€ 3MOTY BHKJIAJa4yeBi BUKOPUCTOBYBATH TEKCTH
Ta BIIPAaBU METOJIPO3POOKH SK TOMOMDKHI MaTepiajiv J0 MiIpyYHUKA Ha KOKHOMY PiBHI, a
TaKOX 3J1ACHIOBATH 1HAMBIAYaIbHUNA MIAX1J 0 CTYJEHTIB, BpPaXOBYIOUH PIBEHb KOXKHOTO
CTYJEHTa Ta IHAUBIAYyalIbHI MOTPEOU TPYIIH.

Metonpo3poOka TakoX MOke OyTH BHUKOPHUCTaHA BCiMa, XTO IIKABUTHCS JAHOIO
TEMOIO Ta BUBYAE MOBY CaAMOCTIHHO.



1. SPEAKING: SITUATIONS

1. You meet your former classmates and you talk about choosing a profession.

2. You consult your relative on a profession you’d like to choose.

3. You meet your friend and you tell each other about your jobs.

4. You apply for work and have a talk with the manager.

5. You are workmates, discussing how unjust/generous your boss has been.

6. You are looking for a new job, asking someone for advise.

7. You are sharing your impressions about your new jobs.

8. You are successful, you encounter your friend who is unemployed.

9. You advise your friend to change his/her job and you say why.

10.You want to be received by the head of an office and you arrange with his/her secretary
the time for the appointment.

11.Your boss has a talk with you about your good/bad work.

12.Your friend works from home, you work in an office, you are exchanging impressions.

13.You are asking your more experienced friend to give you advise about finding your
first teenage job.

14.You work part time, your friend works flexi-time.

15.You work shifts, your friend is a free-lancer.

16.You are on a maternity leave, but you decide to become self-employed.

17.You are a manager, talking to an employee who has attendance problems.

18.You want to open your company, trying to talk your friend into joining.

19.Your relative has just retired, sharing his/her first impressions with you.

20.You’ve been offered a promotion, but still you have some doubts as to accepting it, you
are asking your family.

21.You are talking to your colleague who is suffering from a job burn-out.

22.You are talking to your friend who wants to impress his/her boss.

23.You are sharing your ideas about a new policy for your company with your boss.

24.You are trying to teach your younger relative to be a good employee.

25. You are trying to recruit a celebrity to your company.

26.You are speaking with your boss, asking for promotion/salary rise.

27.You are speaking with your mentor about the company policy.

28.You are in the employment office, studying the vacancies.

29.You are in the office, taking a message and writing down instructions.

30.You’ve made some mistakes and are now asking your senior colleague to help you.



2. WORK: MEANINGS, PHRASAL VERBS

work verb

1 a : to have a job [no obj] = I started working when I was sixteen. = Her husband doesn't
work. = She works part-time at the restaurant. = She has always wanted to work in advertising.
= She works with me. = She and I work together. [=she and I have jobs at the same place] = [+
obj] = She has to work two jobs to support her family. = He works construction. [=he has a job
in which he helps build things]

b : to do things as part of your job [no obj] = She worked through lunch to get the report
done. » I'm not working tomorrow—the boss gave me the day off. = He works from home. [=his
job allows him to stay home and do his work] = I work for him. [=I am his employee] = I work
under her. [=she is my boss/supervisor| [+ obj] = The job requires that you work some nights
and weekends. = She is used to working long hours.

¢ [+ obj] : to do work in, on, or at (an area, event, etc.) * She works the Northeast region of
the state selling insurance. » He was hired as a sportscaster to work the games this season. *
Crews work the quarry all day and night. = farmers working the fields =

2 a [no obj] : to do something that involves physical or mental effort = She is working in the
garden. = They worked all day (at) cleaning the house. = I can't work with all of this noise. = =
We're working toward a solution. = I enjoy working with my hands. [=using my hands to do or
make things] = a sculptor who works in/with stone [=who makes things out of stone]

b [+ obj] : to force (someone or something) to do something that involves physical or mental
effort = The exercise is designed to work the muscles in your chest. » The coach worked her
team hard during practice. » She worked us into the ground. [=she made us work very hard
and become very tired]

3 [+ obj] : to use and control (something) = [ don't know how to work your cell phone. » Who
is working the machine? = The pump is worked by hand.

4 [no obj] : to perform or operate in the correct way = The computer isn't working (properly).
= [ can't get this thing to work.

5 [no obj] a : to have the intended effect or result » The medicine seems to be working. = The
idea sounds good in theory, but it will never work in practice. = The commercial doesn't work
for me. [=I don't like it; it doesn't affect me the way it is supposed to] = a dish detergent that
works like magic [=that is very effective] ; b [always followed by an adv. or prep.] : to have
a particular effect or result = You need to do what works best for you. = Red curtains would
work well in this room. = I think you'll get the job. Being bilingual definitely works in your
favor. [=it helps or benefits you] = Her lack of experience worked against her in the election.
[=it made her less likely to win in the election]

6 [+ obj] : to cause (something) to happen = I'll do my best, but I can't work miracles. [=1
can't make miracles happen] = He's a brilliant chef who works magic [=does special or
remarkable things] with the most basic ingredients.

7 : to move (something) into or out of a particular position slowly or with difficulty [+ obj]

= She worked her foot into the shoe. = The screw had worked itself loose. [=the screw had
become loose] [no obj] = The glue would stop the knot from working loose. [=from becoming
loose]

8 [+ obj] : to bring (something) into a desired shape or form by cutting it, pressing it, etc.

» Work the dough with your hands until it is smooth.

9 [+ obj] : to talk to and try to gain the friendship or support of (the people in a group) *

The singer worked the crowd throughout the whole concert. = He's a politician who really
knows how to work a room. [=how to talk to the people in a room to get their support,
approval, etc.]



PHRASAL VERBS

work around or chiefly Brit work round 1 work around/round (something) : to
organize things or proceed in a way that avoids (something, such as a problem) = We'll just
have to find a way to work around the problem. 2 work around/round to (something) : to
start talking or writing about (a subject, issue, etc.) after talking or writing about other things
» He eventually worked around to the company's financial situation.

work at (something) : to make an effort to do (something) better = He needs to work at his
handwriting. = She has been working (harder) at controlling her temper.

work in 1 work (something) in or work in (something) a : to add or include (something) in
a conversation, essay, etc. * During the speech, he worked in a few jokes. = She worked in
several important points in her article. b : to stir or mix (something) into something = Work in
the blueberries. 2 work (someone or something) in US : to make an amount of time
available for (someone or something) = My schedule is pretty full, but I think I can work you
in [=fit you in] at 11:30.

work into 1 work (something) into (something) a : to add or include (something) in
(something) = You should work more fresh fruit into your diet. = She tried to find a way of
working her question into the conversation. b : to stir or mix (something) into (something)
» Work the blueberries into the mixture. 2 work (someone) into (something) : to gradually
cause (someone) to be in (an excited, angry, or frightened state) = The DJ worked the crowd
into a frenzy. = He worked himself into a rage/panic.

work off work off (something) or work (something) off 1 : to pay (a debt) by working
= She worked off her loan. = His parents are making him work off the cost of the bike he
ruined. 2 : to lose or get rid of (something) by physical activity = He walks every day to work
the extra weight off. = Jogging is a great way to work off stress.

work on 1 a work on (something) : to be in the process of making (something), doing
(something), etc. = I worked on this physics problem for three hours. = He is in the garage
working on the car. = Scientists are beginning to work on a cure. b work on doing
(something) : to make an effort to do (something) = They are currently working on finding a
cure. [=trying to find a cure] = You have to work on controlling your temper. 2 work on
(someone) : to try to influence or persuade (someone) to do something = She is working on
them to change their votes.

work out 1 : to perform athletic exercises in order to improve your health or physical
fitness = She works out at the gym twice a week. 2 a : to happen, develop, or end in a desired
or successful way = Our plan worked out perfectly. = We broke up because things didn't work
out between us. b : to happen, develop, or end in a particular way or to have a particular
result = Despite some difficulties, everything worked out well. = I'm not sure how the story will
work out. = How is your new roommate working out? [=how are things going with your new
roommate?] = It will work out (to be) cheaper [=it will be cheaper] if we take the bus instead
of the train. = With tax, it worked out at/to just over $115. [=the total amount was just over
$115] 3 work out (something) or work (something) out a : to find or create (something,
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such as a solution or a plan) by thinking = I'm trying to work out [=figure out] a way to do it.
We worked out a plan to save money. = We'll work the details out later. b : to use mathematics
to solve (something) = She worked out the problem on a piece of paper. 4 work (someone)
out or work out (someone) Brit : to understand the behavior of (someone) = He does these
crazy things, and I just can't work him out. [=figure him out]

work over work (someone) over informal : to hurt (someone) by hitting, kicking, etc. = He
looked like someone had worked him over [=beat him up] pretty good.

work through : to deal with (something that is difficult or unpleasant) successfully = He
saw a psychologist to help him work through his depression. = She worked through the pain
without medication.

work to work to (something) chiefly Brit : to work within the limits of (something) = We
have to work to a very tight budget.

work up 1 work (someone) up : to make (someone) feel very angry, excited, upset, etc. =
Don't work yourself up again. 2 work up (something) or work (something) up a : to
produce (something) by physical or mental effort = I worked up a sweat at the gym. = He
managed to work up the courage to ask her out on a date. b chiefly Brit : to improve your
skill at (something) or increase your knowledge of (something) = I need to work up my French
for the exam. c¢ chiefly Brit : to develop or expand (something) — usually + into = He worked
up the short story into a novel. 3 work up to (something) : to reach (something, such as a rate
or level) by gradually increasing in speed, intensity, etc. = The ship gradually worked up to
full speed. = The story starts slow but works up to a brilliant conclusion.

EXERCISES

Exercise 1. Fill in: around, off, away at, against, out, on, up, up to:

1. 'to work ' means to continue working hard at something for a long time.

2. 'to work ' means to cause problems for someone or something, make it harder to
achieve.

3. 'to work ' something means that you find a way of organizing an activity avoiding
any problems.

4. 'to work ' means to overcome the effects of something by doing something
energetic or different.

5. 'to work ' something means you spend time and effort trying to perfect it.

6. 'to work 'means to do physical exercise to improve your fitness.

7. 'to work ' means to calculate the solution to a mathematical problem.

8. 'to work yourself ' means to make yourself angry or anxious about something.

9. 'to work ' means to think carefully to find a solution to a problem.

10. 'to work ' something means to gradually do more of something until you reach a

certain level.

Exercise 2. Fill in: around, off, away at, against, out, on , up, up to:
1. When you are applying for a job, age often works you.
2. Their image works them. They need to change it if they are going to succeed.
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3. When I got back to the office, he was still working
it all afternoon but you can't really see what he has achieved.

4. He's been working

his report.

5. We can't change it. We'll just have to work it.
6. The deadlines are very short but I'm sure you can find a way to work them.

7. 1 feel totally stressed. I'm going to go work it

at the gym.

8. We ate too much at lunch so we went out into the garden to work it

9. In training, he's been working
10 I've been working
11. I've never been very good

12. The bill is $98, so who can work
13. We don't want a strike. I hope that someone can work

14. Nobody has worked

16. 1 worked
walking!

17. It's not very important. Don't get so worked
about the interview. He really wanted the job and got very

18. He got very worked
stressed about it.

19. He started training with small weights and worked
20. You should start by doing a few minutes exercise and work

day.

improving the weak parts of his game.

my level of fitness before I go on this walking holiday.

maths. I couldn't work the rate per week.
how much each of us must pay?
a way to avoid it.

a solution to this problem. We are still spending too much.
15. He runs at the weekend and works

twice a week in the gym.

a lot when I was younger but now I prefer easier exercise like

about it!

to 100 kilos.
to half an hour a

Exercise 3. Complete the table with: at, off, out, over, through:

The Meaning
End nicely

Find the answer or solution

Assault, beat up
Repeat, do again

Examine carefully

Deal with, resolve a problem, often
emotional

To try hard to achieve something.

If you work an unpleasant
feeling, you get rid of it by doing
something energetic.

To calculate or try to understand
something.

To attack and injure someone.

An example

Things were going wrong for them but fortunately
it all worked in the end.

I couldn't work all the answers to the

crossword puzzle.

They worked him and robbed him.

They worked it until they had got it right.
They worked the market looking for
bargains.

It took him a long time to work his anger
after he lost his job.

They really worked hard their marriage.

I worked my anger at the gym.

The policeman worked what caused the

accident.

They worked him well.



Exercise 4. Fill in the blanks with: work at, work around, work for, work towards, work
up, work out, work on, work in, work into. Use the correct tense form. The meanings are
in the brackets above.

1. (To be flexible. To make adjustments to someone's schedule or needs.)

Karen,don't worry about your kids. We can your schedule so that you'll be
home when they leave school.

2. (To put a lot of effort into something. To pay attention.)

The only reason I speak French so well is that I it. It doesn't just come
naturally.

3. a) (To put effort into achieving something.)

In the present day economy you really have to the job you want, because it

doesn't just come to you.
b) (To be employed by a person or company )

What company do you

4. a) (To fit into a schedule, especially a busy schedule.)

Yes, Mr. Schmitz, it looks like we can you at 1:30 today for an appointment.
b) (To blend into or add gradually, especially using your hands.)

After you make the dough you have to the other ingredients until everything
is blended.

¢) (To add or introduce, especially a topic in a conversation.)

I wanted to talk about the money Dan owed me, but I couldn't it the
conversation.

5. (To focus on something, to do something attentively.)

He just may be up all night working this report.

6. a) (To work to resolve a problem, especially in cooperation with someone else.)

Ray and Jolene are seeing a marriage counselor to try to their marital
problems.

b) (To exercise, especially at a gym or health club.)

You need to at least a half hour a day to maintain good health.

7. (To make an effort to accomplish a long-term goal.)

Carlis a degree in medicine so that he can become a doctor.

8. (To work to gain energy or courage to do something.)

I didn't use to be able to do any push-ups, but I've to thirty at a time.

Exercise 5. Quiz for Verb: 'To Work'.

Choose the correct definition for each phrasal verb...
1."Work over' means...

a) Assault, beat up

b) Promisé that something is true

c¢) Touch someone in a sexual way
2."'Work off’ means..

a) Take place, follow a plan or pattern

b) Exercise to remove stress or weight

¢) Encourage
3."Work over' means...

a) Examine carefully

b) Use money earned

c¢) Try not think about or feel something because it is upsetting or painful
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4.'"Work over' means...
a) Exit a computer system
b) Stop someone or force them to change direction
c) Repeat, do again
5."Work on' means...
a) Accept, agree to
b) Proceed
c¢) Improve or develop
6.'"Work out' means...
a) Unwind (e.g., fishing line)
b) Support someone
c¢) Find the answer or solution
7.'"Work through' means...
a) Cut the electricity to a computer or device to turn it off
b) Mistreat physically
c) Deal with, resolve a problem, often emotional
8.'"Work out' means...
a) Lock a place to stop someone getting in
b) End nicely
c¢) Finish, consume

WORK: SYNONYMS

work, labor, toil, drudgery, travail

These nouns refer to physical or mental effort expended to produce or accomplish something.
Work is the most widely applicable: "Which of us ... is to do the hard and dirty work for the
rest and for what pay?" (John Ruskin). "A work that aspires ... to the condition of art should
carry its justification in every line" (Joseph Conrad).

Labor usually implies human work, especially of a hard physical or intellectual nature:
"garner the fruits of their own labors" (Roger Casement).

Toil applies principally to strenuous, fatiguing labor: "I have nothing to offer but blood, toil,
tears and sweat" (Winston S. Churchill).

Drudgery suggests dull, wearisome, or monotonous work: "the drudgery of penning
definitions and marking quotations for transcription” (Thomas Macaulay).

Travail connotes arduous work involving pain or suffering: "prisoners of the splendor and
travail of the earth” (Henry Beston).
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3. JOB: MEANINGS, SYNONYMS

job [d3pb]

n.1. A regular activity performed in exchange for payment, especially as one's trade,
occupation, or profession.

2. A position in which one is employed.

3. a. A task that must be done: Washing the windows is not my job. b. A specified duty or
responsibility: her job was to cook the dinner. (synonym: task).

4. a. A specific piece of work to be done for a set fee: an expensive repair job. b. The object
to be worked on. ¢. Something resulting from or produced by work.

5. Computer Science A program application that may consist of several steps but is
performed as a single logical unit.

6. Informal A difficult or strenuous task: It was a real job to convince them to drop the
charges.

7. Informal bad or unsatisfactory piece of work, a damaging piece of work: he really did a
job on that; The stylist did a real job on my hair.

8. Informal A state of affairs: Their marriage was a bad job from the start. It's a good job
that we left early to avoid the traffic.

9. Informal A criminal act, especially a robbery: a bank job.

10. Informal An example of a specified type, especially of something made or constructed.
Often used in combination: a new building that is just another glass and steel job; a cowboy
hat that is one of those ten-gallon jobs.

v. jobbed, job-bing, jobs

(v.intr.)1. To work at odd jobs. 2. To work by the piece. 3. To act as a jobber.

(v.tr.)1. To purchase (merchandise) from manufacturers and sell it to retailers. 2. To arrange
for (contracted work) to be done in portions by others; subcontract. 3. To transact (official
business) dishonestly for private profit.

IDIOMS:

on the job paying close attention; on the alert; actively engaged in one's employment.
jobs for the boys appointments given to or created for allies or favourites

just the job exactly what was required

JOB: SYNONYMS

task, job, chore, stint, assignment These nouns denote a piece of work that one must do.
A task is a well-defined responsibility that is usually imposed by another and that may be
burdensome: I stayed at work late to finish the task at hand.

Job often suggests a specific short-term undertaking: "did little jobs about the house with
skill" (W.H. Auden).

Chore generally denotes a minor, routine, or odd job: The farmer's morning chores included
milking the cows.

Stint refers to a person's prescribed share of work: Her stint as a lifeguard usually consumes
three hours a day.

Assignment generally denotes a task allotted by a person in authority: His homework
assignment involved writing an essay.

The words WORK and JOB come to comparison when they both mean “occupation”.
Here the list of synonyms can be very long: 1. employment, calling, business, job, line,
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office, trade, duty, craft, profession, occupation, pursuit, livelihood, métier E.g. What
kind of work do you do? = What is your occupation?

occupation - the principal activity in your life that you do to earn money: He's not in my line
of business

business — 1. a commercial or industrial enterprise and the people who constitute it: he bought
his brother's business; a small mom-and-pop business; 2 the activity of providing goods and
services involving financial and commercial and industrial aspects: computers are now widely
used in business.

employment — 1. the state of being employed or having a job: they are looking for
employment; he was in the employ of the city; 2. the occupation for which you are paid: &e is
looking for employment; 3. the act of giving someone a job: Employer - a person or firm that
employs workers. Employee - a worker who is hired to perform a job. Unemployed = out of
work.

An essential thing for students to remember is that ‘“work” (uncountable!) can refer to
all kinds of employment, while ‘‘a job” (countable) can be used only if a person is an
employee, it does not apply to self-employed people.

EXERCISES

Exercise 1. Look at the table below, give 5 examples of work for a) employed and b) self
employed people. 2. Thinks of the spheres that may contain both employed and self
employed people, think of possible ways to differentiate them.
Tests used to differentiate between ‘employed’ and ‘self employed’
Test Factors

Control - who holds control over |duty to obey orders, discretion on hours of work,
task, mode, means and timing?  supervision of mode of working.

Integration - how integral is the |existence of disciplinary or grievance procedures,
work to the business? inclusion in occupational benefit schemes.

method of payment, freedom to hire others, providing own
Economic Reality - where does  |equipment, investing in own business, method of payment
the financial risk lie? of tax and national insurance (NI), coverage of sick pay,
holiday pay.
Mutuality of Obligation: what
evidence is there of formal
subordination to contract terms?

Based on Burchell et al (1999:11)

duration of employment, regularity of employment, right
to refuse work, custom in the trade.

Exercise 2. Think of some people you may know or have heard of, who are a) employees;
b) employers; c) self-employed. What do/did they do? Does it take a certain personality
type to become each? How would you characterize each of the types, what idiosyncracies
do they have/require?
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4. IDIOMS WITH “WORK”

A

all in a day's work

part of what is expected; typical or normal; unusual for other people to have to do but not
unusual for you: A fancy dinner with a Hollywood celebrity is all in a day's work for this
reporter. I don't particularly like to cook, but it's all in a day's work. Cleaning up after other
people is all in a day's work for a busboy.

do the dirty work

to do the unpleasant or difficult things Well, usually I do the dirty work and someone else gets
the credit for getting it done.

Usage notes: often used in the form do someone's dirty work ( to do the unpleasant or
difficult things that are someone else's responsibility): Naturally, he has assistants who do his
dirty work.

in an ivory tower

Fig. in a place, such as a university, where one can be aloof from the realities of living.
(Typically: be ~; dwell ~; live ~; work ~.) If you didn't spend so much time in your ivory
tower, you'd know what people really think! Many professors are said to live in ivory towers.
They don't know what the real world is like.

Things will work out (all right). and Everything will work out (all right).; Everything
will work out for the best.; Things will work out for the best.

The situation will reach a satisfactory conclusion.; The problem(s) will be resolved. "Cheer
up!" Mary said to a gloomy Fred. "Things will work out all right." Mary: Oh, I'm so
miserable! Bill: Don't worry. Everything will work out for the best. "Now, now, don't cry.
Things will work out,"” consoled Sally, hoping that what she was saying was really true.
put/throw a monkey wrench in the works (American) = put/throw a spanner in the
works (British & Australian)

Fig. to cause problems for someone's plans. I don't want to throw a monkey wrench in the
works, but have you checked your plans with a lawyer? When John suddenly refused to help
us, he really threw a monkey wrench in the works.

Time works wonders.

Prov. The passing of time can resolve many problems. I thought I would never forgive my ex-
husband for leaving me, but now, ten years later, I feel pretty well disposed toward him. Time
works wonders. You'll change your mind eventually. Time works wonders.

work against the clock

to work very fast because you know you only have a limited period of time to do something
Scientists were working against the clock to collect specimens before the volcano erupted
again.

in the works

being developed or scheduled to happen in the future. Plans are in the works to improve
reporting of HIV and AIDS cases. There are rumors that big salary increases are in the
works.

B

A woman's work is never done

All work and no play makes Jack a dull boy
close enough for government work

devil finds work for idle hands to do
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donkey work

work oneself into the ground

go like clockwork

go to work

grunt work

gum up the works

have work cut out for

It is not work that kills, but worry
Keep up the good work

little work never hurt anyone
make hard/light/short work of something/doing something
Many hands make light work

Nice work if you can get it!

one's work is cut out for one
perform miracles/ work wonders
pile the work on

put in a hard day at work

set to work

take off from work

The devil finds work for idle hands
work/wear fingers to the bone
work like a beaver/bee/dog

work like a charm/work like magic
work oneself (up) into a lather// work oneself (up) into a sweat

Exercise 1. Sort out the idioms from group B into the following groups: 1) the ones
which say you should work more; 2) the ones that say that you should rest more; 3) to
compliment someone; 4) to criticize someone; 5) to complain; 6) to say that something is
not perfect, but not too bad; 7) meaning hard or difficult work; 8) meaning easy work;
9) to start work; 10) to finish work; 11) some that can serve as a response to an idiom of
the previous groups (state which).

Exercise 2. Suggest the idioms above to match the definitions: 1. To have a large and
difficult task prepared for one. 2. To work very hard and sweat very much. 3. Hard, boring
work. 4. If everyone helps with a large task, it will get done easily and quickly. 5. Please keep
doing the good things that you are doing now. 6. Done just well enough. 7. You would earn
the money easily in this way if you had the opportunity. 8. To do something in a way which
makes it more difficult than it should be. 9. To cause someone or something to begin
functioning. 10. People who have no work or activity are more likely to do things they should
not do, such as commit crimes. 11. Not to appear at one's place of work for a period of time,
hours or days. 12. (about a plan or method) To have exactly the effect that you want it to.

Exercise 3. Compose situations of 3-4 sentences with the following idioms: a) work
fingers to the bone, pile the work on, everything will work out for the best; b) work

against the clock; it is not the work that Kkills, but worry; make light work of something;

Exercise 4. Choose 3-4 idioms from the list above to make a short dialogue.
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5. WORK AND JOBS: TOPICAL VOCABULARY

Job and work

A full-time job. - Work that occupies five days a week usually from 9am-5pm.
Part-time - Work that may take just 2 or 3 days each week.

A freelancer. - Someone who works for different companies but is not employed by
them.

I am self-employed. - You are the boss and own your own company.

A dotcom start up. - To launch a company which will operate online [on the internet].
A job share. - A job's responsibilities and salary are shared, usually by two people.

To float the company / to go public. - To sell shares in a company on the Stock
Exchange to raise money or reduce personal responsibility.

Getting work

Why don't you send in your CV with a covering letter? - Why not send to a company
your curriculum vitae [a record of your employment, education and interests] with an
accompanying letter explaining why you want the job.

Look carefully at the job spec. - Study the job description carefully first.

I've been shortlisted. - My application has been put on a smaller list selected from
bigger group of applicants.

I'm down to the last three! - It's you or two others!

Calling a company cold. - Telephoning a company without any form of introduction.
I'm going on a go-see. - To literally go and see a company [models commonly do this].
I'm doing work experience. - I'm working for no money to gain experience and,
hopefully, a job.

Work shadowing - To follow a specific employee to learn about their job.

I've just signed my contract! - I've agreed on the pay and conditions of my job and
now [ am an employee!

Fancy a coffee break? - Shall we go for a quick coffee?

I'd love to but I'm totally snowed under at the moment! - Thanks, but I am really busy
just now.

It's manic! I'm working like a dog! - There's an awful lot to do!

I'd better just press on. - I'll stay here and carry on working.

How long until pay day? - When do we get paid?

I've done a lot of overtime. - I've worked for more hours than usual [so I should be
paid extra].

Losing work

She claimed for unfair dismissal. - She appealed against her dismissal.

To get the sack / To be fired - To be dismissed from your job.

Molly was made redundant last year. - Molly lost her job because the position
disappeared.

She's set up a production company with her golden handshake. - She started another
business with her large redundancy payment.

He was a trader for six years, now he's taking early retirement. - He's going to stop
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working before UK retirement age [60 for women and 65 for men].
« He was a millionaire by the time he was 20, now he's burnt out! - He made his money

by 20, now he's exhausted!
« I'm taking a career-break. - I'm going to do something else for a while (possibly

travel) and return to my job in the future.

Today I handed in my resignation. - [ told my employers that I wish to leave my job.

Word formation: EMPLOY
If you want to learn words well, it is important to learn different forms of them. Employ is
one of the key words and it has several different forms — you need to able to use them all if
you want to write flexibly.

WORD EXAMPLE

employ Some companies prefer to employ people with experience than better
qualified graduates

employment We can see from the chart that the rate of employment fell by 25% in
the third quarter of the year

employee Some companies do not reward their employees as well as others do

employer In this situation, it is the duty of the employer to make sure that the
female workers are not discriminated against

unemployment Unemployment is a serious problem in some countries.

Word formation: JOB and WORK
Sometimes the trickiest words are very common words. You definitely need to be able to use
both these words. One way to how to use them correctly is to learn phrases.

WORK EXAMPLE

workplace Sadly, there is still amount of discrimination against women in the
workplace

working Employers can help relieve the pressure on their employees by

environment ensuring they have a pleasant working environment.

hours of work

In some professions, such as law, the hours of work are much longer
than in others.

the working week

There is much to be said for the proposal that the working week
should be reduced to 35 hours.

work-life balance

A sensible work-life balance can help employees work more
efficiently.

work placement

Many large organizations have work placement programmes that
provide students with experience before they start their career.

in/out of work

Unemployment has been on the increase in many coumtries and
sometimes up to 10% of the workforce are out of work.

JOB

EXAMPLE

job security

For some people job security is more important than financial reward.

job placement

Some companies have job placement schemes for university students.

job satisfaction

It is hard to underestimate the value of job satisfaction.

job description

Some employees have very broad job descriptions.

job-seeker

Employers can attract jobseekers with attractive employment
packages.
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CAREER words

These words should come in useful when describing career paths.

WORD EXAMPLE
interview These companies perhaps need to change the interview process so
that they hire the right candidates.
qualifications It is not always the case that a university degree is the best
qualification in the world of finance.
experience Some graduates have difficulty finding a job because thay do not have
the relevant work experience.
training Employers need to provide training to ensure that their staff are able
to adapt to these new technologies.
retire/retirement In many countries the age of retirement is now 68 or even 70.
resign/resignation There is a danger that employees will hand in their resignation and
look for another job.
promotion There is an argument for promoting employees who show the most
potential.
redundant One side-effect of adopting these new technologies is that it has led to
mas redundancies in manufacturing industries.
career Some people decide on a career change when they reach middle age.
COMPANIES
COMPANY EXAMPLE
company Different companies adopt different policies with regard to promotion.
corporation The larger corporations normally have strict policies on behaviour in
the workplace.
organisation Some people prefer to work for larger organizations which offer the
chance to travel abroad.
firm Foe example, some smaller firms in the automotive industry will rely
on skilled labour.
business Very often family businesses are run on quite different principles to
larger corporations.
multinational It is not always the case that you will receive the best training if you
work for a multinational.
MONEY words
There are a variety of different words we use to describe money and work
MONEY EXAMPLE
salary Not everyone, however, is primarily interested in the salary on offer
when they choose a job.
wages The government need to ensure that employers offer a fair wage to all

their employees, however unskilled they may be.

pay (packet)

Some people prefer to work part time even though the pay is less than
full-time work.
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bonus

One solution is to offer employees a bonus as an incentive to make
them work more efficiently.

perk Nowadays, it is much less common for companies to offer a company
car as a perk.
pension Many people are returning to work after they have retired because

their pension does not meet their needs.

ADJECTIVES to describe jobs

ADJECTIVE EXAMPLE

rewarding One of the most rewarding aspects of the work is the chance to work
with children.

challenging While this can be challenging, there is no doubt that it can be equally
rewarding.

repetitive A great deal of office work is in fact quite repetitive and not
especially challenging.

ambitious It is the type of opportunity that would suit an ambitious university
graduate.

stressful One of most stressful aspects of the modern workplace is the constant
threat of redundancy.

glamorous Although business trips and the chance to travel abroad may seem

glamorous, they are frequently the source of stress.
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6. VOCABULARY EXERCISES

Exercise 1. Make sure you can explain the words and expressions grouped in each of the
boxes below. Find synonymous ways to express the same ideas, explain the difference.

General

a regular job

commuter

employee

employer

He took a job as a waiter.
job

occupation

profession

to earn one's living

to run a firm

trade

What do you do for a living?
worker

Application

application
application form
apprentice, trainee
apprenticeship
CV (curriculum vitae)
job interview
skilled worker

to apply for a job
training

training course
vacancy

Unemployment

period of notice

to be unemployed

to be out of work

to be on the dole (BE)
to fire somebody

to sack somebody (BE)
to give somebody notice
to dismiss somebody

to hand in one's notice
to resign

to quit

unemployment benefit, dole money
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Working hours, pay

a full-time job

a part-time job
continued payment of wages
flexitime

pay slip

salary

to get a rise (Brit)

to get a raise

to work in shifts

to work overtime
wage cut

wage demand, claim
wage group

wages

Exercise 2. Talking about work (casual) 1
Choose the best (most logical) response to complete each of the following sentences:

1.

This job is too (stressed-out/stressful).

. There's a lot of work, but I can (deal/handle) it.
. I was (hired/heard) last month.
. They (fired/failed) two of my co-workers, and I'm afraid I might be next.

2
3
4
5.1 work (at/in) sales.
6.
7
8
9
1

My (commute/communion) (= the time it takes me to get to work) isn't so bad.

. The company has a reputation for treating their (employees/employed) well.
. Iusually don't eat in the (lunchroom/lunch-zone). 1 go out to eat.

. The dress (code/cut) is casual.

0. I'm thinking about (quitting/stopping) my job.

Exercise 3. Talking about work (casual) 2
Choose the best (most logical) response to complete each of the following sentences:

1.

I get along well with most of my (colleagues/employees) (= co-workers).

2.1 got a (premonition/promotion) last year.

3. He's not very (producing/productive). He just chats to his friends on Facebook all day.
4. I'm pretty (content/contained) (= happy) with the way things are going.

5. Everyone seems to have gotten a (raise/boost) ( = an increase in salary) except me.

6.
7
8
9
1

We don't have (assess/access) to that information.

. The (upper/up) management people are not very well liked by the rest of us.
. I'm taking a week (off/of) to go on vacation.

. the work load isn't too (dense/heavy).

0. They provide us with a good benefits (pack/package)

Exercise 4. Complete the sentences with appropriate words and expressions.

1.

I have received my degree, now I have to . So I am looking for some

on the Internet. When I find the right one, I’ll have to write my and a
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2. Mike lives in a wonderful house, his job is a
such as free parking and health insurance.
for five years, but he still misses his work.

3. My grandfather has been

4. He applied to his boss to get a

received a

_ .Soonhis
hopefully he will get paid

5. Yesterday I didn't work, I took

and a possible

one. His job also gives him a lot of

, but instead he

will be over, he will become ,
, and he will have to look for a new job.

Exercise 5. For each sentence, choose the best word or phrase to complete the gap from

the choices below.
1. I earn my
bars.

2. I know the director is important, but he can behave very

3. There's plenty of

Bristol.

as a professional bar person. That's why I spend so much time in

sometimes.

in this job, which is one of the things I like about it.
4. Sam gets on well with everybody. She's a great
5. Your offer is more attractive than the previous but I'm afraid 1t s still
6. He thanked everybody for the
7. We require a qualified food

8. We cannot employ people who are not
9. We have received a huge number of
10. We had a difficult year and made a small

11. I think this is a

he received on his final day at the company
to start immediately at our bottling plant in

for the job.

for the job.

as a result.

we should try and improve immediately.

12. I am interested in applying for the

Your answers

1. A live B
2. A child-like B
3. A varied B
4. A mixer B
5. A acceptable B
6. A giver B
7. A scientific B
8. A qualification B
9. A application B
10. A less B
I11. A weakly B
12. A post B

lifetime
childishly
variety
mixture
unacceptable
give
science
quality
applicants
lost
weakling

oNoNoNoNoNoNoNoNoNoNoNe!

posting

of general manager with your company.

life D
childhood D
varying D
mix-up D
accepting D
gift D
scientist D
qualified D
applies D
losing D
weaker D
postage D

living
childish
variation
mix
acceptance
giving
scientologist
equalised
appliances
loss
weakness
posture

Exercise 6. Complete the sentences with definitions, using words from the essential

vocabulary:

1. When you move to a higher level in a company and get paid more, you have received a

2. This is a general word for employees and it is often used in education. One common phrase

is "a member of

n
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3.Ajobis when it involves a lot of pressure.

4. One reason why you may resign from a job is if the is too much.

5. Some jobs may seem , especially if they involve a lot of travel and you are
in the public eye.

6. Most people agree that it is important to maintain a work-life .

7. Some people choose to change their , others are happy to stay in the same job
all their working lives.

8. If you are paid weekly, you may receive wages. If, however, you are paid monthly, it is
normally called your

9. Many people start their careers as a . It can be an important step in your
career because the skills you learn then are often vital.
10. One of the most important aspects of any job is the working . Where you

work and the people you work with are an important part of job satisfaction.
11. There are a number of different words to describe different types of companies. An
is typically a large company.

12. Job can involve many different things. For some people a pleasant
working environment is most important, other people enjoy jobs that are challenging.

13. Your , or the people you work with, are an important part of your working
life.

14.If ajob is , it gives you job satisfaction and it may be well-paid too.

15. A is the money you receive after you retire.

16. is a strong desire to do something. It's a quality most employers look for in their
employees.

17. This is another word to describe a company. It is frequently used to describe smaller
companies and professional organisations, for instance a law

18. If you work , you can choose your hours of work. (The word is made from
two different words - flexible and time.)

19. A 1s a benefit you receive for working for a company. For instance, you may
get a free parking space.

20. A is part of a company. For example, many commercial companies will
have a special marketing

21. This is another word for your occupatlon If you have a , you will normally
have done a lot of training and have formal qualifications.

22. Your is the company (or person) that gives you a job.

23.Ifajob is , 1t may be difficult, but it may also be quite enjoyable.

24. For most jobs nowadays, it is important that you have a . For many people
this will involve going to university or college and getting a degree.

25.Ifajob is , 1t means that you do the same thing over and over again.

Exercise 7. Choose «job» or «work» in the expressions below. Both ways may be

possible.

1. ____security.

2. __-life balance.
3. outof

4, lose one’s __
5. doagood
6. ___placement.
7. havea_

8. finda__

23



9. find .
10. hours of .

Exercise 8. Choose the correct word in the following paragraph on stress at work:

Two ways in which the ___ (employees/ environment/ hours/ workplace) has changed in the
modern era are that ___ (employees/ environment/ hours/ workplace) are required to work
longer ___ (employees/ environment/ hours/ workplace) and there is more pressure than in the
past. In this essay, I examine some of the social and economic reasons and suggest ways for
employers to improve their employees’ working ___ (employees/ environment/ hours/
workplace).

Exercise 9. Choose the correct word in the following essay on stress at work. Here is the
list of the words you may need: breaks, businesses, conditions, employees, employers,
environment, hire, hours, labour, market, office, performance, redundant, employment,
workplace, unemployment.

Two ways in which the workplace has changed in the modern era are that ___ (1) are required
to work longer hours and there is more pressure on them than in the past. In this essay, |
examine how competition is the main reason for this and suggest how ___ (2) can improve
their employees’ working conditions.

Competition from the job ___ (3) is one reason why some employees are under more pressure
at work. High levels of ___ (4) mean that it would often be cheaper for an employer to ___ (5)
someone else to do the same work. This naturally has a negative psychological effect on
employees. It can also result in their staying longer in the ___ (6) to ensure that they meet
their ___ (7) targets.

Increased competition caused by globalisation is also significant. Many smaller ___ (8) now
need to compete either with multinationals or companies from developing countries where
___(9) is cheaper. The effect of this on employees is that they know they may be made ___
(10) if the business they work for fails. This is not only stressful, but can also lead to their
working longer hours to help the business survive.

Despite this competition, employers should ensure that their staff have the best possible
working ____ (11). This means that employees should not be required to work overtime unless
in an emergency, be given regular ___ (12) and be reassured that their future is safe. If this
were to happen, the employees should work more efficiently, something which is in the
interest of the employer.

My conclusion would be that competition from the job market and globalisation is the
principal cause of stress at work and a longer working day. Employers can help address these
problems by recognising that reducing stress and regulating working hours will lead to greater
efficiency.

Exercise 10. Complete the table with the words for the definitions below: Assessment,
Resign, Trainee, Dismiss, Apply, Curriculum Vitae, Take on, Unemployment benefits, Bonus,
Personnel officer, Notice, Prospects, Retire, Recruit, Background, Vacancy, Employee,
Maternity leave, Sick leave, Personnel, Fringe benefits, Employer, Fire, Make redundant,
Interview, Strength, Training course, Strike, Weakness, Staff, Promotion.

Tip: the words should be arranged more or less alphabetically.

Evaluation of one's abilities
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Submit an application for a job or position

Education - qualifications - experience

Additional payment to an employee as an incentive or
reward

Summary of one's education and experience to
date; résumé

Discharge from employment; (to fire, to sack, to let go)

Person who works for a firm or company

Person or firm who employs people

To dismiss from a job.

Advantages offered in addition to salary (life insurance,
retirement scheme, company car, etc.). Also called
"perks", abbreviation for perquisites.

Oral examination of an applicant for employment

Dismiss for economic reasons

Period of absence for a female employee when having a
baby

Advance warning of intention to leave one's job -
to give or hand in one's resignation

People who work for a firm or company
(employees)

Manager responsible for recruitment, training and
welfare of personnel (employees)

Advancement in rank or position in the company

Opportunities for success or promotion in a career

Look for and hire personnel

Leave a job voluntarily

Leave employment because of age

Absence because of illness - to be on sick leave

People who work for a firm or department;
employees

Strong characteristic or particular ability

To go on strike : to stop working in protest against
something

Employ or hire

Person being trained for a job e.g. a trainee
salesman

A course of study to prepare for a job e.g. a computer
course

Payments made by the state to an unemployed
person

A position to be filled

A lack of ability or a shortcoming in character
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Exercise 11. A). Match these English words and expressions with their Ukrainian
equivalents below.
(Tip: The Ukrainian words are to be arranged more or less alphabetically)

a. Piece-work; b. dead-end work; c. casual job; d. research work; e. pluralism work; f. team
work; g. monotonous work; h. part-time job; i. full-time job; j. outdoor work; k. donkey
work; 1. black work; m. well/badly-paid job; n. hired labour; o. work per hours; p. shift work;
g. permanent job, steady job; r. slave work; s. mental work; t. temporary job; u. labour
consuming work; v. laborious work, back breaking work; w. manual labour; x. strenuous
work; y. seasonal work; z. satisfying work.

PoGora: 1) tpynomicTka; 2) TsKKa; 3) 110 TPUHOCUTH 33JI0BOJICHHS; 4) 1110 BUMArae 3yCHib;
5) ¢izuuna mpard; 6) moctiiiHa, cTabiibHA; 7) MO3MIHHA; 8) TOroAnHHA; 9) pabchKa mparis;
10) posymoBa mpars; 11) TumyacoBa; 12) na miBcTaBku; 13) Ha MOBHY cTaBKy; 14) Ha
CBDKOMY TOBITpi; 15) mo wHaiimy; 16) akopana, miapsanHa; 17) HeneranbHa; 18) HeBasuHa
npars; 19) moHotonHa; 20) konekTuBHa; 21) mocmimHuilbka; 22) 3a CyMICHHUITBOM; 23)
ce30HHa; 24) BUMAIKOBA; 25) Oe3nepcnekTuBHa; 26) 100pe/moraHo oriavyBaHa.

B). Sort out the English expressions above and their Ukrainian equivalents according to
translation of the word WORK and its synonyms into the following groups: 1) work-
pobora; 2) job- podora; 3) work- npaus; 4) labour- po6ora; 5) labour- npaus.

C) State which kinds of work/job/labour appeal to you, and which don’t. Note some of
them have a negative or positive colouring which is true for everyone.

Exercise 12. Vocabulary: Money. Match the following English words and word
expressions with their Ukrainian equivalents below.

a) advance; b) unpaid leave; c) traveling allowance; d) fee; e) royalty; f) dividends; g) daily
wage; h) unemployment benefit; 1) salary, pay, wages; j) allowance, addition; k) long-service
pay, seniority allowance; 1) child allowance, child benefit; m) interest; n) pay raise; o)
disability pension, disablement pension; p) old-age pension, perpetuity; q) tax; r) overtime; s)
bonus; t) rate (of wage), flat pay; u) insurance; v) tip; w) pocket money, allowance; x) budget;
y) indemnity; z) commission.

1) xomiciitHi; 2) kKoMIIeHcallis; 3) Oro/pKeT; 4) KUIIEHBKOBI Ipolili; 5) yaiioBi; 6) cTpaxoBka; 7)
cTaBka; 8) mpewmis; 9) monagHopmoBi; 10) momarok; 11) mencia mo crapocti; 12) meHcis mo
iHBamaHOCTI;, 13) maBumieHHs 3apruiaTd; 14) miABUIEHHS 3apruiaTd; 15) BiICOTOK
(OankiBchkuit); 16) HagOaBka Ha miTei; 17) HambaBka 3a BUCIYTY POKiB; 18) HambaBka; 19)
3apriaTta, 3apo6itok; 20) momomora mo ©6e3poOiTTio; 21) nuBimeHau; 22) aBTOPCHKUN
roHopap; 23) ronopap; 24) BiapsaHi (1000B1); 25) BIITyCTKa 3a BIACHUN PaXyHOK; 26) aBaHC.
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7. JOBS AND PROFESSIONS

Accountant Fisherman Physiotherapist
Actor/actress Fitter Piano tuner

Ad man, woman Flight attendant Pilot

Advertising agent Food handler Plumber

Air host/hostess Footballer(BrE) Podiatrist
Ambulanceperson Frogman Police officer
Antique dealer Furnaceman Politician

Army officer Garbage man Pollster
Archaeologist Gardener Post office clerk
Artist Geologist Potter

Assembly line worker Glazier Priest, minister, rabbi,
Astronaut Guard evangelist nun, imam
Athlete Grounds man, keeper Priestess

Automotive engineer Hairdresser Press spokesman
Babysitter Heating contractor Printer

Baggage handler Hotel/motel clerk Psychiatrist

Baker House detective Psychologist

Banker Housekeeper Publicist

Bank teller Housewife Publisher

Barber [lustrator Receptionist
Barrister Insurance agent Real estate agent
Beautician Insurance claims adjustor Realtor

Bell man Insurance investigator Red cap

Bookkeeper Interpreter Refuse collector(BrE)
Bricklayer Interior decorator Repairman

Broker IRS agent Roofer

Building contractor Jack of all trades Roustabout
Bureaucrat Janitor Rubbish collector(AmE)
Bus driver Jeweller Sailor

Business consultant Jockey Sales clerk
Businessman, woman Joiner Scientist

Busker Journalist School administrator
Butcher Judge Scrap metal dealer
Carpenter Juggler Secretary

Car washer Junk dealer Security officer
Cashier Lab technician Service station attendant
Catering supervisor Landscape architect Shipping clerk
Chambermaid Lathe operator Shoemaker
Chef/cook Laundress Social worker
Chiropodist Laundry worker Soldier

Chiropractor Lawyer Solicitor

Civil engineer Lecturer Spy

Cleaner Legislator Steeplejack

Clown Librarian Stenographer
Cobbler Lighting contractor Steward(ess)
Conductor Loan shark Store clerk
Confectioner Lobbyist Storekeeper
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Confidence man
Commercial artist
Computer operator
Computer programmer
Construction worker
Courier

Cowboy

Dancer

Decorator
Deep-sea diver
Delivery person
Dental hygienist
Dentist

Designer
Detective
Diplomat

Doctor

Dog breeder

Dog walker

Door man

Driving instructor
Drug dealer
Dustman

Editor

Electrical engineer
Electrician
Elevator operator
Employment officer
Engine driver
Entertainer
Factory worker
Farmer/ farm hand
Field hand

File clerk
Fireman/firefighter

Logger
Longshoreman
Lumberjack
Machine operator
Magician

Mailman
Maintenance worker
Manager

Mason

Masseur, masseuse
Mechanic(auto)
Mechanic(shop)
Medical lab technician
Merchant marine
Messenger

Meter reader
Midwife

Miner

Mover

Musician

News reporter
Nurse

Obstetrician

Office boy
Ombudsman
Optician
Optometrist

Packer, bottler, canner,
filler

Painter(house)
Parking lot attendant
Personnel officer
Pest exterminator
Pharmacist
Photographer

Street cleaner
Student

Surgeon

Surveyor
Swimming pool contractor
Tailor

Tax consultant
Taxidermist

Taxi driver
Teacher, professor
Telephone lineman
Telephone operator
Telephonist

Teller

Thief

Thug

Toolmaker
Translator

Travel agent
Traveling salesman
Tree surgeon
Trucker, truck driver(AmE)
TV/radio repairman,-person
Typesetter

Typist

Undertaker
Upholsterer
Veterinarian
Volunteer

Waiter, waitress
Welder

Welfare worker
Window washer
Writer

Zoo keeper

Exercise 1. Study the following work procedures and situations, try to think of a job or
jobs that require/don’t require the actions below:
Using the telephone; scheduling; staff meeting; safety regulations; writing receipts;
making change; placing/taling orders; dictation; typing; filing; taking messages; following
instructions; getting paid; cashing pay checks; health insurance; social security; labour
unions; changing jobs; employment office; applying for work; job training; asking for
help; dealing with mistakes.
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Exercise 2. Complete the table :

Job What do they do? Where do they work?
Accountants They work in an office.
Bakers They work in a bakery.
Shave men's beards and cut
men's hair.
Serve drinks. They work in a bar, pub
or restaurant.
Butchers They work in a butchers.
Clean and tidy rooms. They work in a hotel.
Prepare and cook food. They work in a kitchen.
Dentists They work in a dentists.
Doctors Look after people's health.
Fishmongers "fljhey work in a
ishmongers.
Look after passengers. They work in an
airplane.

Hair dressers

They work in a law

Judges court.
Defend and prosecute people.
Nurses Look after patients .
Opticians They work in an

opticians.

Carry other people's bags and
luggage.

Meet and greet visitors.

They work in reception.

Sales Assistants

They work in a shop.

Arrange appointments, type
letters and organise meetings.

They work in an office.

Operate on people who are sick.

They work in a hospital.

Vets Look after people's animals.
Waiters/Waitress They work in a
es restaurant.

Exercise 3. Transcribe the following words, mark the words stress: Bureaucrat, courier,
chef, hygienist, garbage man, glazier, guard, interior decorator, jeweler, logger, maggeur,
masseuse, optometrist, plumber, podiatrist, evangelist, realtor, roustabout, shoemaker,
taxidermist, thug, undertaker, veterinarian. Make sure you know the meaning of each word.
Say if you have ever come across such people or representatives of these professions, and

when you might need them or deal with them.

Exercise 4. Speak of people 1) whose work is important to keep your dwelling nice; 2)
whose work is important to sustain your body; 3) whose work we deal with every day; 4)
whose work we hardly ever notice; 5) whom we’d do our best to avoid; 5) whose work
we may need for happy times or use on happy occasions.
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Exercise 5. Look through the list of jobs and group them under the following headings:
a) Dealing with: Law, Equipment, Health, Beauty, Waste, Mass Media, Entertainment,
Trading, Arts/Crafts, Money.

b) Workplace: Hotel, House, Garden, Office, Factory, Store/Warehouse, Studio, Farm,
Hospital/Clinic, School, Restaurant, Outdoors.

Exercise 6. Imagine the situations below, answer the questions:
1) You are completely busy at work. You spend all days in the office. You have
a toddler, an unruly teenage son, a spouse who’s on business trips all the
time, a dog, a pony, a big house with a garden, a garage and a swimming-
pool. Whose regular services do you need?
2) You’ve neglected your family and the household for so long that now you’re
having all kinds of problems. Whose services may you need and why?

Exercise 7. Study the list of professions above, make lists of professions where people
may a) work shifts; b) work flexi-time; c) be self-employed; d) work part time; e) work
free-lance; f) work from home; g) work outside; h) work inside; i) provide services; j)
wear uniforms; k) work with people; 1) work with machines and tools; m) work at night.

Exercise 8. Study the list of professions above, make lists of professions: a) you would

never choose; b) you wouldn’t mind mastering. Give your reasons. Comment on two or
three of each group.
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8. JOBS CLASSIFICATION

Administration Jobs
Agriculture and Fishing
jobs

Agribusiness Jobs
Agriculture Farming Jobs

Animal Feed Production Jobs

Dairy Industry and Dairy ...
Fisheries Jobs

Fishing Jobs

Livestock Farming Jobs
Poultry Farming Jobs

Arts Jobs

Fashion Design Jobs

Fine Art Jobs

Graphic Design Jobs
Interior Design Jobs

Other Arts Fields Jobs
Photography Jobs

Web Design Jobs
Banking and Finance jobs
Accounting Jobs

Auditing Jobs

Banking Jobs

Finance Jobs

Investments Jobs
Communication Jobs
Electronic Media Jobs
Mass Communication Jobs
Print Media Jobs

Community & Social
Services Jobs
Construction Jobs
Consulting Jobs

Financial jobs

Jobs in Other Consulting
Jobs

Management Jobs

Staffing & Recruitment Jobs

Defense & Law
Enforcement Jobs

Energy Jobs
Alternative Energy Jobs
Coal Jobs

Gas Jobs

Nuclear Jobs

Oil Jobs

Renewable Energy Jobs
Engineering Jobs

Aeronautical Engineering
Jobs

Civil Engineering Jobs
Electrical Engineering Jobs
Electronics Jobs
Mechanical Jobs

Other Engineering Fields
Jobs

Robotics Jobs)

Entertainment Jobs
Clubs and Casinos Jobs
Filmmaking Jobs
Performing Arts Jobs
Recreation Jobs

Government Jobs
Healthcare Jobs

Alternative Medicine Jobs
Diagnostic Services Jobs
Hospital Jobs

Nursing Jobs
Pharmaceuticals Jobs
Veterinary Services Jobs

Hospitality & Tourism Jobs

Catering & Food Services
Jobs

Hotels & Motels Jobs
Tourism Jobs

Travel Jobs

Human Resources Jobs

Human resource
management Jobs

Human Resources - Others
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Mining / Drilling /
Exploration Jobs
Real Estate Jobs

Consulting Jobs
Development Jobs
Investments Jobs
Marketing Jobs

Research & Development
Jobs
Retail and Wholesale Jobs

Brand Marketing Jobs

Buying and Merchandising
Jobs

Executives Jobs
Finance and Accounting
Human Resources jobs

Logistics and Distribution
Jobs

Other Retail and Wholesale
Jobs

Retail Operations Jobs
Supply Chain Jobs

Visual Merchandising Jobs...
Sales & Marketing Jobs
Advertising Jobs

Direct Sales Jobs

Marketing Jobs

Public Relations Jobs

Sales Jobs

Sciences Jobs

Services Jobs

Sports Jobs
Telecommunication jobs
Trade jobs

Distribution jobs
Retailing jobs
Wholesale jobs

Transportation & Logistics
Jobs

Air Transport Jobs
Courier Services Jobs



Armed Forces Jobs Staffing and recruitment Jobs Marine Jobs

Jobs in Other Defense and Information Technology Rail Transportation Jobs
Law Inforcement Jobs Jobs Road Transportation Jobs
Police Jobs Hardware Jobs Warehousing Jobs
Security Services Jobs SAP Jobs Utilities Jobs

Education & Training Jobs Software Jobs Electricity Jobs

Adult Education Jobs Web Development Jobs Gas Jobs

Corporate Training & Insurance Jobs Water Jobs

Development Jobs Legal Jobs

Early Childhood Jobs Literature jobs

Jobs Cement Jobs

Chemical Jobs
FMCG Jobs
Leather & Tanneries Jobs

Other Manufacturing Fields
Jobs

Textile Jobs

Formal Education Jobs
Special Education Jobs

Exercise 9. Above is the classification of jobs from an international website. What
category can the following jobs be referred to? (In some cases there can be more than
one correct answer).

Compliance Manager - Taxation; Senior Executive Assistant; Cleaner; Office Admin; Site
Secretary; Executive Secretary; Document Manager; Telephone Operator; Receptionist;
Public Relations Officer; Telecom Technicians; International Student Recruiter; Automobile
Trainer; Speech Therapist; Mathematics Lecturer; ; Pharmacy - Marketing Coordinator;
Management Sciences - Marketing Coordinator; Student Counselors; Purchasing Executive;
Engineering products - Purchaser; Sales Representative; Chinese cook; Salad Chef; Kitchen
Helper; Restaurant Supervisor; Senior Waiter; Cosmetologist; Spa Therapist; Senior Graphic
Designer/Animator; Aviation Insurance Specialist; Airline Revenue Accountants;
Procurement Management Advisor; Mapping Specialist; Health and Hygiene Consultant;
Cartographer; Hydrographic Surveyor; Statistical Analyst; Finance Consultant; Financial
Specialist; Financial Controller; Category Manager; International Exhibition Spokesman;
Equipment Dispatcher; Cargo Attendants; Nurses and midwives; First Aider; Call Center
Nurse; Care-giver; Internal Auditor; Senior Auditor; Internal Audit Supervisor; Development
Engineer; Mystery Shopper; Research Economist; Quality Controller; Day Care Teacher;
Elementary Teacher; Female Teacher Mentors; Physician General Practitioner; Pediatrician
Specialist; Sonologist; Carpenter; Document Controller; Seat design engineer; Factory
Manager; Product Handling Operator; Sales Executive; Injection Moulding Operator; Process
Improvement Engineer; Food Production Assistants; Plant Manager; Receptionist; Graphic
Artist.

Exercise 10. Study the list of jobs above. Suggest 4-5 staff members (the more, the
better) to work: a) in a beauty saloon; b) in a bank; c) in a restaurant; d) at a car
manufacturing plant; e) at a shoe factory; f) for an oil exporting company; g) at an
airport; h) for a tourist agency; i) at a town council; j) in a kindergarten.
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Exercise 11. Translate into English the following job names. Use a dictionary if
necessary:

ATeHT 3 HEpyXOMOCTI; CTPaxOBHM areHT; arpoHoM; apOiTp; apxiTekTop; OibmaioTekap;
BUXOBAaTCJIbKa B JIUTIYOMY CaJKy; TpUMEp; MABIPHHK; AWKTOP; IUIUIOMAT; JIUPHUICHT;
CJICKTPOMOHTED; PaMIOKYpPHAIICT, 3BapHUK; 1HMOOPMATHK; Kackaaep; KOBajib;, KOMIPHUK;
KOH/IUTEP; KOHCTPYKTOP; KOCMETOJIOT; Kpeclsip; KyTIOp €; Makjep; MallUHICT; MAIIUHICTKA,;
MYJISIp; OXOPOHEIb; NCUXOAHAIITUK; PaJHUK; TOJOBHUHM PETAKTOP; KIHOPEXKHCEP; PI3HHK;
KBaTi(piKOBaHMI TpAIIBHUK, CAaHTEXHIK, CIIEHAPUCT; YMiIelb; (dapMaleBT; Genpamep;
ditoTepaneBT; Gdpe3epyBaNIbHUK; Xopeorpad; XydoKHMK; uyabaH; ImaxTap; IIBEUlap;
Opuraaup; ry0OepHaTop; KepyoUunii; 3aBilyBay; Mpec-cekpeTap.

Exercise 12. Read the following article. Suggest 4-5 jobs for each of the categories in the
article. Mind that a job is more specific than a profession.

Canada Launches New National Occupations Classification

February 8, 2012

The Canadian government has made changes to the way professions and jobs are
defined in the country. These changes are reflected in the new National Occupation
Classification (NOC) 2011.

The NOC 2011 is in a way an amalgamation of the traditional NOC, defined by Human
Resources and Skills Development Canada — a federal ministry in charge of human resources
development—and the National Occupation Classification for Statistics (NOC-S) maintained
by Statistics Canada.

The new NOC has compiled nearly 40,000 jobs, and will be, as in the case of previous
NOCs, widely used by the Canadian labour market.

The 10 Categories of NOC 2011

The NOC 2011 divides the jobs into ten broad categories:

. Management Occupations

. Business, Finance and Administration Occupations

. Natural and Applied Sciences and Related Occupations

. Health Occupations

. Education, Law and Social, Community and Government Services Occupations
. Art, Culture and Recreational and Sport Occupations

. Sales and Service Occupations

. Trades, Transport and Equipment Operators and Related Occupations

. Natural Resources, Agriculture and related Production Occupations

. Occupations in Manufacturing and Utilities

Within these broad groups, there are sub-groups of professions.

The list also provides the general educational qualifications that might be needed for
the jobs.

The full list and the background info can be obtained on the NOC 2011.

http://smartcanadian.ca/2012/02/08/canada-launches-new-national-occupations-
classification/

Exercise 13. A) Classify groups from Exercise 10 according to the categories in the
article above. B) Speak about the professions you may have in the future, find out which
categories they can refer to (both in the article above and in the classification).
Comment on your preferences, give your reasons.

33



9. CHOOSING A CAREER

Tips for Choosing a Career

Exercise 1.

A) Before reading. Group the headings A-F below in the appropriate order the text.

B) Read the text, match the headings A-F with paragraphs 1-6. Fill in the blanks in the
text with words from the headings (or their derivatives). Do your results coincide with
what you expected?

C) Write a paragraph about your older friend’s choosing a career, using the expressions
in bold type. Write your opinion about his/her choice, give your reasons.

A. Take Career Test. B. Factor in Requirements. C. Consider Potential Work
Environment. D. Make List. E. Make Decision. F. Consider Impact on Life

Like finding a spouse or picking a college, choosing a career is one of those few monumental
decisions you make that can affect you throughout the rest of your life. Choosing your field
of work takes a keen understanding of who you are, your interests, and what inspires you
and encompasses a slew of other decisions, including if and where you should go to college.

1. of all the general fields that interest you, such as medicine, law, engineering,
broadcasting or sales. Break down each category into more specific sub-categories. For
example, if you're interested in medicine, write down what kind of medicine you might be
interested. You don't have to be too selective early on in your career, but a specific idea in
mind of what you want can help you narrow your focus with other decisions.

2. Learn about the various for each career you're interested in. For example, to
become a lawyer you need an advanced degree. Not every school has an engineering
department. Some careers don't even necessarily a four-year degree.

3. Take a aptitude . Visit a career counselor at your local college or a
career placement service. They will administer the and help you narrow down your
career options to what may suit you best.

4. Think about what type of work you are most comfortable in. Some people work
9 to 5 jobs Monday through Friday in an office, while others have more flexible work
schedules or work outside, such as construction.

5. Consider the your potential careers may have on your family---or future family--
-and social . Many careers are incredibly demanding and a sacrifice of
personal time. Be prepared to make a about how much free time you want based on

your chosen career.

6. Narrow down your choices to two or three, and make a of the pros and cons of
each. your taking all of the mentioned factors into account.
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What is Your True Calling? Quiz

Take the one-question quiz to find out if you are doing the work that is right for you.

Then, we all have one true helper in our quest to find out what we want to be when we
grow up (because, even though we may be adult, that doesn’t mean we’ve figured it out!)
Find out who can guide us to recognize our true calling.

1. Do you ever lose track of time when you work?

The ancient Greeks had a word—chiros—to describe the state of mind a person enters
when she loses track of time. We usually do this when we engage in an activity we love. If
you find yourself in this state at work, you’ve likely found a job that incorporates your
passion. If not, see if there’s a way you can bring a chiros-inducing activity to work. For
example, if you enjoy working with your hands, offer to build a new set of shelves for your
office. Perhaps you love to be around kids but are employed at an insurance company. Offer
to organize the company picnic and plan activities for employees’ children. If you love to
write, volunteer yourself as the editor of the company newsletter.

The Helper:

The one true helper in our quest to find out what we want to be when we grow up is
our child-self. Take a time machine back to your childhood. Did you love to take off on
Saturdays with your dog and a pack filled with sandwiches to follow a neighborhood stream
and pretend you were an explorer? Maybe as an adult you’d like to research job
opportunities that involve travel or time outdoors in nature. Were you the kind of kid who
would take apart the living room clock, try to put it back together, and not even mind that it
cost you your television privileges? You may want to find a job where you are responsible for
problem-solving.

Make a list of things you love to do. Let yourself fantasize a job that incorporates
that activity in a useful way. Listen carefully to see if you can hear what purpose is calling
you.

Adapted from Mindful Moments for Stressful Days, by Tzivia Gover (Storey Books,
2002). Copyright (c) 2002 by Tzivia Gover.

Exercise 2. Test yourself according to your list from part B of the Exercise above,
draw conclusions about your true vocation. Are there any other spheres of human life
you’d like to try your hand at? Mind there may be possibilities for you to combine your
talents in your future job, the latter often being more specific than a profession. Write a
paragraph or two (12 — 15 sentences) about the way you see your future. User the
expressions in bold type from the text above.

Exercise 3. Ultimate Employment Quiz
How many jobs have you had? Do you know the difference between networking and
career branding? See if you have the skills to ace the Ultimate Employment Quiz. If not,
we're telling your boss ©.
Answer the following questions (in some cases you may need a dictionary). Try to write
down your answer, rather than circling or ticking it with your pen. Then look up the key
below.
1.Which of the following best describes baby boomers who want to leave the corporate
jobs they hate to rediscover their career passion?
third agers
true believers
new agers
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the unemployed

2. In the world of employment, what are ''assessments''?

the interview process

tests a person takes to gauge their career interests

career goals

the relationship between you and your boss

3. What is meant by career branding?

achievements you have had in your career

showcasing the differences between a job-seekers and everyone else

effective cover letters

tests that ask you a series of questions to provide you with a career direction
4. How many times will a person change jobs during their lifetime?

2 times

3 to 5 times

S5to6

10 times

5. What’s a ""cold call''?

phone interview

approaching an employer who has not publically announced any job openings
a response to a help wanted ad

a phone interview that did not go well

6. Which term best describes the collection of beliefs, expectations and values shared by
a company's members and transmitted from one generation of employees to another?
corporate malfeasance

company beliefs

corporate culture

corporate responsibility

7. What does ""CV'"' stand for?

carte de viste

Corporate Viability

Curriculum Vitae

company visualization

8. Who first coined the term "dress for success''?

Ronald Reagan

John Molloy

John D. Rockefeller

Dr. Benjamin Spock

9. Someone who starts and runs his or her own business is often referred to as a what?
crazy

go-getter

motivated

entrepreneur

10. What is the correct definition of franchising?

legal and ethical relationship between an employee and employer

financial relationship between an company and its stockholders

legal relationship between business and government

commercial and legal relationship between the owner of a trademark or brand name, and an
individual or organization

11. What do green-collar jobs refer to?
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positions in renewable-energy or energy-efficient industries

Kermit the Frog's personal assistant

positions within the corporate hierarchy

positions financed by tax dollars

12. Which of the following is one of the best ways of gaining experience in a particular
field while in college?

internships

brown-nosing

on-the-job training

being an apprentice

13. Which unit of a company will often conduct screening interviews with job
applicants?

public relations

legal department

janitorial services

human resources

14. Executive recruiters are also known as what?

headhunters

lawyers

CEOs

CFOs

15. What is a "letter of agreement''?

a brief letter announcing a government contract

a brief letter announcing corporate-wide restructuring

a brief letter outlining the conditions of employment

a brief letter between the courts and a company written during bankruptcy proceedings

16. Which of the following people would be well-suited to writing a letter of
recommendation during a job search?

former boss

your mother

eight-grade teacher

pastor

17. What is a ''mentor''?

person at a higher level within a company or profession that guides another person’s career
person who guides a team of employees

person who undermines other workers for their own benefit

person who bucks the corporate system to do what's right

18. When you work multiple jobs you are also doing what?

in need of a life

motivated

moonlighting

trying to make ends meet

19. Which of the following statements bests describes ''networking''?

Facebook friends

list of people met through various social and professional functions that can assist a person in
looking for a job

the ability to move from job to job

the ability to motivate not only workers on your corporate team, but also those in other areas
of the company
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20. Why would a person in their 20s develop a ''quarter-life crisis''?
They have fears and self-doubt about achieving career and personal goals.
They have fears and doubts about when the next happy hour will be.
They have fears and doubts about their personal relationships.

They have fears and doubts about their skill sets.

KEY

1.Third agers are people in their early 40s to 60s whose lives are now characterized by new
freedoms and personal growth, which involves rediscovering their career passion

2. The results of these tests can often be a good starting point for discovering more about
yourself and interests when it comes to your career.

3. By showcasing the differences between you and other employees, career branding not only
defines who you are, but also the value you bring to an employer.

4The days of working in one job are all but gone. Most people will change jobs between three
and five times during their lives.

5. Cold calls are usually uninvited cover letters to an employer who has not publicly
announced a job opening.

6. While some corporations might rely on malfeasance as part of their corporate culture, most
companies rely on a set the rules of acceptable conduct.

7. "CV," or Curriculum Vitae, is a fancy word for resume.

8. While Ronald Reagan and the others had nice wardrobes, it was author John Molloy who
coined the term "dress for success" in his 1975 book of the same name. The term is also used
to describe "power dressing."

9. Entrepreneurs are business people who take a chance on a business with considerable
initiative and risk. John D. Rockefeller, who made his money in oil, and Microsoft founder,
Bill Gates, are two of the world's most famous entrepreneurs.

10. McDonald's and Subway restaurants, are two good examples of a legal relationship
between a high-profile trademark and the owner of that particular shop.

11. Green is the color of money -- even for Kermit -- but green jobs refer to positions in the
renewable-energy field.

12. While most of these are good ways of gaining employment experience, college students
prefer internships as a way to get real-life work experience and college credit.

13. Not only will the human resource department conduct the first interview for a job, it'll also
be the last department you see when you leave.

14. Headhunters are recruiters who specialize in a particular industry when finding jobs for
prospective employees.

15. Don't quit your job before your new employer sends you a letter of agreement outlining
the conditions of employment. It's always good to have something in writing.

16. Employers generally don't care what your mother or teacher has to say about you.
However, employers do want to know what your former boss might think. Important safety
tip: Make sure your former boss likes you.

17. Some companies and organizations have formal mentoring systems, in which a person at a
higher level counsels and guides employees on a variety of matters.

18. While you might be trying to make ends meet, or are just highly motivated, working
multiple jobs is also known as "moonlighting."

19. People that you meet can often help you find work, or give you advice and information
about a particular company or industry.

20. Experts say 20-somethings might feel adrift after suddenly being thrown into the work
force after spending years learning how to succeed in school.
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10. EMPLOYMENT IN GREAT BRITAIN AND USA
People of working age can be divided into three groups: the employed, the self-employed,
and the unemployed. According to recent statistics, Britain’s total workforce is about 31
million, about three fourths of the adult population. Around 9.3 million working age adults
in the UK are classed as "inactive" — out of employment but not unemployed. The biggest
three components of this group are students, those looking after their families, and the
long-term disabled. More that four million people are self-employed, more than 2,6
million are unemployed. 75% of males and 65% of females are employed in Great Britain.
So women constitute more than 40% of the total workforce in Britain.
As in many countries, there has been a gradual swing from enployment in the
manufacturing industries to jobs in service industries such as banking, retailing, hotels and
catering, and public administration. More than two thirds of the work force are employed
in service industries, compared with one quarter in manufacturing industry. In recent
decades the largest rise has been in banking, insurance and finance sector. The number of
workers in transport, however, has declined.
Unemployment has risen recently, due to the world crisis. A number of government
schemes, programmes and incentives were introduced to help unemployed people find
work. These range from Youth Training (YT), giving young people the opportunity to
obtain a vocational qualification while under training, to Employment Training (ET), an
extensive adult training programme introduced for people who had been out of work for
more than six months.
Many unemployed people look for work in advertisements, such as those in local
newspapers. Others make their first search through the government Jobcentres, where
local jobs are advertised and where individual advice is given.
Instruction in practical skills is provided for the unemployed at Skillcentres. These were at
first run by the Department of Employment but are now privately managed. Training of a
more theoretical kind can also be obtained through the Open College, an independent body
that provides courses by radio and television.
If a person is unemployed for six months or longer, he or she may attend an interview with
a ‘Restart’ councellor, who will suggest alternative ways of finding work. One solution is
for a person to attend a special Restart course, with practical advice on the way to look for
a job. Another is a place in a Jobclub, where the person is given similar advice followed
by help in finding a job. A third possibility is self-employment under the Enterprise
Allowance Scheme.
Similar schemes operate in the USA where, as in Britain, an increasing number of workers
are employed in service industries. The Federal State Employment Service refers
employable applicants to job openings where they can make the best use of their skills. It
also helps unemployed people to obtain advice or training. Employment training is paid
for from taxes.

Exercise 1. Reproduce the context where the following words and expressions were
used in the text: Federal State Employment Service, Enterprise Allowance Scheme, Open
College, Department of Employment, Skillcentre, Employment Training, Youth Training,
workforce, inactive, a gradual swing, self-employed.

Exercise 2. Describe the statistics about the workforce in GB, comment on the
Government employment schemes. What do you know about employment in
Ukraine?
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11. EMPLOYMENT STATISTICS

UK unemployment increases to 2.62m
16 November 2011 Last updated at 16:45 GMT

Unemployment in the UK 1992-2011
Mumbsar, milicns
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UK unemployment rose by 129,000 in the three months to September to 2.62 million,
as youth unemployment rose above a million.

The jobless total for 16 to 24-year-olds hit a record of 1.02 million in the quarter and
female unemployment was at its highest for 23 years.

The Office for National Statistics (ONS) said the jobless rate hit 8.3%.

The number of people out of work and claiming Jobseeker's Allowance rose by 5,300
to 1.6 million in October.

The news comes as the Bank of England's governor Sir Mervyn King said Britain's
economy could stagnate until the middle of next year.

The Bank cut its 2011 and 2012 growth predictions to about 1%, warning the global
economic outlook had "worsened".

Female unemployment

The news from the latest labour market figures is almost universally gloomy. It's true
that the rise in the claimant count (those signing on for Jobseeker's Allowance) of 5,300 in
October was less than expected and well within margins for error in a total of 1.6 million.

There were slightly fewer redundancies in the three months to September than in the
previous three months. But record youth unemployment and the highest overall
unemployment level since 1994 speak for themselves.

The number of workforce jobs is the lowest since 2004 despite the increase in
population. Insufficient jobs are being created because of low growth and that seems unlikely
to change next year.

The unemployment rate of 8.3% is the highest since 1996 and the total number of
unemployed people the highest since 1994.

The number of women out of work increased by 43,000 to 1.09 million, the highest
level since February 1988.

The unemployment rate was highest in the North East, at 11.6% and lowest in the
South East at 6.3%.
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Eurozone debate

The number of people in work was also down 197,000 on the quarter.

"These figures show just how much our economy is being affected by the crisis in the
eurozone," said Employment Minister Chris Grayling.

"Our European partners must take urgent action to stabilise the position," he added.

But his view did not find universal backing within the government. A senior Liberal
Democrat peer, Lord Oakeshott, said Mr Grayling needed a lesson in economics if he
believed the eurozone crisis was to blame for rising UK unemployment.

The opposition, for its part, blamed the government's spending cuts for the rise.

"The British economic recovery was choked off well before the instability in the last
few months in the eurozone," said shadow chancellor Ed Balls.

"The government is cutting too far and too fast and it's pushing borrowing and
unemployment up at the same time," he added.

Youth unemployment

Linemployment numbers, in thousands for 158-24 age group
Sept 2011: 1.02m unemployad
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The government says it has launched initiatives to help 350,000 young people into
work.

The number of young people out of work during the three months to September rose by
67,000.

The total is the highest since comparable records began 19 years ago.

41



Youth unemployment across Europe
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The figure includes 286,000 people in full time education looking for part-time work.

"Today's figures are a wake-up call for Britain. It is critical to help young people into
work for the future of our economy and society,” said Martina Milburn from the Prince's
Trust charity, which works with young people.

Self-employed rise

The figures from the office of national statistics also showed average earnings grew by
2.3% in the year to September, down 0.4% on the previous month.

The fall will further reduce pressure on the Bank of England to increase rates to tackle
inflation.

The number of employees excluding the self-employed fell by 305,000 to 24.79m, the
lowest since records begun.

At the same time, the number of self-employed people reached a record high of 4.09
million.

Michael Hill says the poor transport links in his town hampers his job prospects.

Economy

The high unemployment numbers will increase attention on the government's autumn
statement which is expected to focus on measures to promote growth.

However, Chancellor George Osborne is unlikely to suggest any changes to plans to cut
the deficit.

The Bank of England has cut its growth forecast for 2011-12 from about 1.5% to about
1%.

With unemployment rising and wages increasing by less than inflation, some
economists are concerned that growth will stagnate further.

"When you have bad wage growth and rising unemployment, it doesn't bode well for
consumption,” said George Buckley from Deutsche Bank.

Exercise 1. Comment on: a) jobless total for 16 to 24-year-olds in UK; b) number of
people claiming Jobseeker's Allowance; c¢) a possibility for Britain's economy to stagnate
in the next years; d) redundancies which hit women; e) the instability in the eurozone; f)
charts on youth employment in GB and across Europe; g) the number of self-employed
people; h) the concern of some economists about the stagnation of growth.
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Five Jobs Where Women and Men Have Equal Earning Power

Research from the Institute for Women’s Policy Research (IWPR) shows that if the gender
wage gap continues to close as slowly as it has over the last 50 years, it will take until 2056
for women’s earnings to equal men’s.

“The labor market has changed dramatically during the last few decades,” says Heidi
Hartmann, IWPR president. “Women’s labor force participation has shot up and women are
receiving college degrees and graduate degrees at faster rates than men -- yet the gender wage
gap is improving very slowly.”

But that’s not necessarily true across the board, according to Katie Bardaro, lead analyst at
online salary database PayScale.com. The frequently quoted statistic that women earn 77
cents for every dollar men earn is based on an overview of all pay, for all jobs in every
industry, she says. “It doesn’t take into account factors such as women tending to take jobs in
lower-paying industries such as healthcare or teaching,” Bardaro says. In fact, “if you hold
everything constant, women and men hold the same wage in a variety of jobs,” she says.

Based on PayScale’s study of compensation for full-time, private-sector employees in
typically male-dominated industries, here’s a look at five careers that pay equal or slightly
higher wages for women.

1. Systems Engineer

Female Median Annual Salary: $72,300

Male Median Annual Salary: $71,500

Systems engineering is hot right now, especially in technology hubs such as Silicon Valley.
Many engineers hold undergraduate degrees in computer science or math and work for a
variety of companies and may have flexible schedules. Some who work for software vendors
and consulting firms travel frequently, while others telecommute. Because IT is a relatively
new profession, “it looks as if, from the beginning, there was less discrimination against
women,” says Ariane Hegewisch, the IWPR’s study director.

2. Electrical Engineer

Female Median Annual Salary: $66,000

Male Median Annual Salary: $66,000

Electrical engineers don’t just work on power generators; they test equipment and design new
and better electronics for everything from lighting and wiring in buildings to radar and
navigation systems. These industries are historically more likely to be unionized, which helps
to keep pay more equitable, says Hegewisch.

3. Mechanical Engineer

Female Median Annual Salary: $61,100

Male Median Annual Salary: $60,400

Mechanical engineers have a hand in creating better car engines, steam and gas turbines, air
conditioners, elevators and escalators, and even the robots used in manufacturing. A four-year
degree is usually required to start. Data from the Engineering Workforce Commission
indicates that 2.24 percent more women earned BS degrees in mechanical engineering in 2011
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than they did five years before.

4. Videographer

Female Median Annual Salary: $39,300

Male Median Annual Salary: $38,800

Camera operators shoot video for television programs, music videos, motion pictures,
documentaries and training sessions. Richard Pierce, spokesperson for New York University’s
Tisch School of the Arts, says the school has encouraged women to enroll in the program by
making female high school students aware of scholarship opportunities available to women
only. He also says the growth of independent films has contributed to the number of women
videographers.

5. Computer Repair Technician

Female Median Annual Salary: $31,500

Male Median Annual Salary: $31,500

Computer repair is no longer just for the guys, partly because schools offering certificate and
associate’s degree programs are recruiting more women, Bardaro says. The big win is that
repair techs can earn degrees online and have flexible work schedules, she says. “With more
opportunities to work from home...this field is more attractive to working moms,” Bardaro
says.

Source: All salary data provided by online salary database PayScale.com. Salaries listed are
median, annual salaries for full-time employees of each gender at all years of experience and
include any bonuses, commissions or profit sharing. The annual pay for the different genders
was calculated by determining the characteristics of a “typical” male worker -- such as
experience, education, company size, etc. -- then comparing pay for female workers who have
the same characteristics. This method ensures an apples-to-apples comparison of pay
between genders.

http://career-advice.monster.com/salary-benefits/salary-information/women-salaries-equal-
outearn-men/

Exercise 2. Read the text above, be ready to answer the following questions:

1. Are there any professions which are exclusively/ mostly for men, and why?
Can time change it, in your opinion?

2. Is there any job/work discrimination in Ukraine? Have you ever heard of
such instances? Do women need to work harder than men to achieve their
goals? Do women set the same ambitious goals as men?

3. What do you know about this situation in other parts of the world (e.g.
China, Japan, Brazil, Pakistan)?
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12. LOOKING FOR A JOB
Job Announcements

Exercise 1. Look at the job announcements below.
A) How would you describe each these jobs, using the vocabulary from exercises above
(e.g. in terms of payment, place, job classification, hours of work, permanence, etc.) Use

at least 10-12 words to characterize each.

B) Which of these jobs would you choose/ whould you never choose? Give at least 5-6
reasons, using the topical vocabulary to characterize them.

Prime Italian Restaurant
Looking for a part time or full time
Cook with experience.

All shifts are availables.

Please apply in person
10am - Spm everyday.

101 Ocean Drive, Miami Beach

ff JX Announcements for the second week of June 2011

USAJOBS

<Backio Results | OVERVIEW | OUTIES | OQUALIFICATIONS & EVALUATIONS | BENEF

Executive Office US Attorneys
& Office of US Attorneys

Tithe: Human Resourcas Assistant (04

Department: Department OF Justice

Agency: US. Attomeys, Exeoutive Office, & Office of U.S. Attomeys
Job Annourcement Number: 10-WD'WA-06D

SALARY RANGE: 37,246.00 - 53,811.00 USD fyear
OPEN PERIOD: Friday, February 26, 2010 to Frday, March 12, 2010
SERIES & CRADE: G5-0203-06/07

POSITION INFORMATION: Full TimeCareer/Carear Conditignal
PROMOTION POTENTIAL: 07

DUTY LOCATIONS: 1 vatanty - Seattle, WA

WHO MAY BE CONSIDERED: United States Citizens
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REQUIRED

Shifa International Hospitals Ltd, is looking to fill
following positions on urgent basis.

« Manager - Disaster Management

The incumbent must have expertise in disaster
response and early recovery strategy development
and implementation, Ensure compliance with
palicies, guidelines and operating procedures of
disaster management in health care environment.

« Manager - Electrical

The incumbent will be responsible to plan, direct and
coordinate through staff of skilled personnel and
outside contractors, activities concerned with the
operation, repair maintenance and construction of
electromechanical equipment utllities , fire protection
system and buildings.

Must have B.Sc (Electrical / Mechanical) and
registration with Pakistan Engineering Council.

Applicants with relevant experience and qualification
will be preferred.

Interested candidates are required to apply online
latest by October 03, 2010.
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Pakistan Rangers
Public School and College Khipro

CAREER OPPORTUNITIES

PRPS&C Khipro requires talented, dedicated and
experienced staff (Male/Female) with leadership
qualities and good communication skills to teach

following subjects at primary and secondary level.

English, Maths, Urdu, Physics, Computer
Montessori Directress (for pre primary section)

Those who have al least 3-5 years teaching experience
in reputed institution are encouraged Lo apply.
A competitive remuneration package will be offered to

the suitable candidates along with initial trainings and
excellent working environment.

Send your CV in confidence along with handwritten
application by 23rd May 2011 to:
Principal,
*akistan Rangers Public School & College
Khipro District Sanghar.
Tel: 0235-879890, 484518. Cell 0344-2970438
www.prpskhipro.webs.com
Email: prpskhipro@yahoo.com
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Having a Hard Time Finding a Job
(dialogue)

Mark: Hi Peter! How are you doing these days?
Peter: Oh, Hi Mark. I'm not doing very well, actually.

Mark: I'm sorry to hear that. What seems to be the problem?
Peter: ... you know I've been looking for work. I can't seem to find a job.

Mark: That's too bad. Why did you leave your last job?
Peter: Well, my boss treated me badly, and I didn't like my chances of advancing in the
company.

Mark: That makes sense. A job without opportunities AND a difficult boss isn't very
attractive.

Peter: Exactly! So, anyway, I decided to quit and find a new job. I sent out my resume to
more than twenty companies. Unfortunately, ['ve only had two interviews so far.

Mark: Have you tried looking online for a job?
Peter: Yes, but so many of the jobs require moving to another city. I don't want to do that.

Mark: I can understand that. How about going to some of those networking groups?
Peter: I haven't tried those. What are they?

Mark: They're groups of people who are also looking for work. They help each other
discover new opportunities.
Peter: That sounds great. I'll definitely try some of those.

Mark: I'm glad to hear that. So, what are you doing here?
Peter: Oh, I'm shopping for a new suit. I want to make the best impression possible at my job
interviews!

Mark: There you go. That's the spirit. I'm sure things will look up for you soon.
Peter: Yes, you're probably right. I hope so!

Reported Conversation

Mark: I saw Peter today.
Susan: How's he doing?

Mark: Not too well, I'm afraid.
Susan: Why's that?

Mark: He told me had been looking for work, but hadn't found a job.
Susan: That surprises me. Was he fired or did he quit his last job?

Mark: He told me his boss had treated him badly. He also said he didn't like his chances of
advancing in the company.
Susan: Quitting doesn't sound like a very wise decision to me.
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Mark: That's true. But he's been working hard at finding a new job.
Susan: What's he done?

Mark: He said he had sent out his resumes to more than twenty companies. Unfortunately, he
told me that only two had called him for an interview.
Susan: That's tough.

Mark: Tell me about it. However, I gave him some advice and I hope it helps.
Susan: What did you suggest?

Mark: I suggested joining a networking group.
Susan: That's a great idea.

Mark: Yes, well, he told me he would try a few groups.
Susan: Where did you see him?

Mark: I saw him at the mall. He told me he was shopping for a new suit.
Susan: What?! Buying new clothes and no work!

Mark: No, no. He said he wanted to make the best impression possible at his job interviews.
Susan: Oh, that makes sense.

Exercise 2. Answer the following questions:
1. Why is Peter unhappy?
« He's not feeling very well because he has a touch of the flu.
« He's quit his job.
« He's lost his job.
2. What has he been doing lately?
« He's been working at a job he doesn't like.
« He's been looking for a new job.
« He's been studying at a new work group.
3. What does Susan think about his quitting?
« That it was a good idea.
« That it wasn't very wise.
« That he made a great choice.
4. What reason did Peter NOT state for leaving the job?
« His boss was treating him badly.
o There was little chance for advancement.
e The pay was too low.
5. Why doesn't Peter like the jobs he's found online?
e Because they pay poorly.
« Because they don't exist.
« Because they often involve moving to another city.
6. How many jobs has he interviewed for?
e For twenty
e For two
o For none
7. Which suggestion does Mark make?
« Visiting other friends at their jobs
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« Looking for work in another city
« Going to networking groups
8. What step is Peter taking today to getting a new job?
e He's interviewing with Mark.
e He's shopping for a new suit.
« He's writing up his resume.
9. What has Peter not yet done to help him find a job?
« Sending his resume
« Taking job interviews
« Visiting networking groups
10. Why does Peter need a new suit?
e To cheer him up
« To make a good impression at job interviews
e To impress his girlfriend Susan
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13. APPLYING FOR A JOB

To apply for a job, you need the following documents:

Resume or CV

A resume (AmE) or CV (BrE) is usually requested by a prospective employer as a record of
your qualifications and professional experience. CV stands for the Latin words "curriculum
vitae", meaning "the course of one's life".

Covering Letter for Resume or CV

It is usual to send a covering letter (BrE) or cover letter (AmE) with your resume/CV when
applying for a job.

Letter of Reference

Companies and other organizations often ask for a letter of reference. This is a character
reference written by someone such as an ex-employer who knows the subject personally.

Covering Letter for Resume or CV

26 rue Washington
75008 PARIS
France

tel: +33 177777777
email: rachelking @eflnet.fr

Date
The Principal
Interplay Languages

77 bd Saint Germain
75006 PARIS

Dear Madam

Director of Studies

I am interested in working as Director of Studies for your
organisation. I am an EFL language instructor with nearly 10 years'
experience to offer you. I enclose my resume as a first step in
exploring the possibilities of employment with Interplay Languages.

My most recent experience was implementing English Through
Drama workshops for use with corporate clients. I was responsible
for the overall pedagogical content, including the student
coursebook. In addition, I developed the first draft of the teacher's
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handbook.

As Director of Studies with your organisation, I would bring a focus
on quality and effectiveness to your syllabus design. Furthermore, I
work well with others, and I am experienced in course planning.

I would appreciate your keeping this enquiry confidential. I will call
you in a few days to arrange an interview at a time convenient to
you. Thank you for your consideration.

Yours faithfully
Rachel King

Rachel King

Application: Sample Cover Letter #2

Dear Sir,

Greetings!

I am interested in the [specific position] you have posted in the [newspaper or job agency
name]. Given my related experience and capabilities in the given field, I think that this
position is an ideal match for my abilities. Please consider my application.

My Qualifications:

* Bachelor’s degree in [Educational Attainment]

* Experience in [work] and specialized [field of work] for [duration] years.
* Able to work efficiently within an assigned deadline.

* Good oral and communications skills.

For your review, I have attached my curriculum vitae and samples of my work. I appreciate
your time and effort in considering my application.

Thank you very much

Sincerely,
Letterbarn
http://letterbarn.blogspot.com/

Application: Sample Cover Letter for Freelance Position

Dear Sir,

This is in response to your advertisement last [date] for a freelance position. I would like to
take this opportunity and apply for the job.
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With my experience in copywriting, editing and research, I believe I am qualified for
consideration for a position in your company. I am very much used to the process of
outsource work.

At the moment based on local rates, I normally charged the following:
[insert rates for job/tasks]

I also consider project-based fees. However, I am still open to negotiate terms with your
company.

Attached is my resume for your perusal. Kindly look it over at your most convenient time.
Should I be favored to be hired, I am very open to learning new approaches and undergo
training. I am looking forward into working with you and your projects.

Thank you very much,

Letterbarn

http://letterbarn.blogspot.com/

Sample Resume/CV

Thomas Crown

Seeking an International Sales Management position in Information
Objective Technology where my extensive sales experience will be used to
the full

Experience 2003-present Intelel Inc. London, UK
National Sales Manager

o Increased sales from £60 million to £100 million.
o Implemented Internet sales grossing £25 million.
« Doubled sales per representative from £5 to £10 million.

2001-2003 Teletrona Systems Edinburgh, UK
Northern Sales Manager

» Increased regional sales from £95m to £200m.
» Suggested new services adding £35m to revenue.
« Expanded sales team from 30 to 60 representatives.

1999-2000 ESS Holdings Cambridge, UK
Senior Sales Representative

o Increased sales by 300% annually.

o Closed deals with 100 major new accounts.

« Won over 25 competitor clients - adding £50 million to
revenue.

1996-99 ESS Holdings Cambridge, UK
Sales Representative

o Increased sales by 300% annually.
» Awarded company's top sales award each year.
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« Developed 'Winning Presentations' training course.

Education 1992-96 London University London, UK

« BA, Business Administration & Information Systems
« Captain of University Rugby Club

1988-92 St Andrew's School Plymouth, UK

« 4 GCE 'A' Levels
» President of school's Drama Society

Interests St Andrew's Board of Governors, rugby, drama, chess

17 King's Terrace, Richmond, Surrey, UK
Tel: +44 181 123 456 Email: tc@repu.co.un

Exercise 1. Write a covering letter for your favorite job. Add your imaginary CV.
Note: You can use the Business Correspondence Glossary in the Appendix, to help you with
the language.

Exercise 2. Exchange your covering letters with your friend. Read your friend’s CV.
Would you choose this person to be your employee, if you were to draw your conclusion
exclusively from the letter? Give your reasons.

Note: Mind that reasonable criticism may be only helpful for your friend’s future career.
However, do not be a ‘candid friend’ who enjoys criticizing others: you, too, may be mistaken

©

Exercise 3. Read the dialogue below. What do you think: will John have this job? Why?

John has a job interview for a Saturday job

Interviewer:[So, you've applied for the Saturday position, right?

John:|Yes, I have.

Interviewer:(Can you tell me what made you reply to our advertisement?

John: Well, I was looking for a part-time job to help me through college. And I
“[think that I'd be really good at this kind of work.

Interviewer:(Do you know exactly what you would be doing as a shop assistant?

Well I imagine I would be helping customers, keeping a check on the supplies
John:|. . i
in the store, and preparing the shop for business.

That about covers it, you would also be responsible for keeping the front of
Interviewer:[the store tidy. What sort of student do you regard yourself as . . . did you
enjoy studying while you were at school?

[ suppose I'm a reasonable student. I passed all my exams and I enjoy

John: studying subjects that interest me.

Interviewer:[Have you any previous work experience?

John:|Yes. I worked part-time at a take-away in the summer holidays.
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Interviewer:[Now, do you have any questions you'd like to ask me about the position?

John:[Yes. Could you tell me what hours I'd have to work?

'We open at 9.00, but you would be expected to arrive at 8.30 and we close at

. 6.00 pm. You would be able to leave then.
Interviewer:| ) .
I think I have asked you everything I wanted to. Thank you for coming along

to the interview.

John:[Thank you. When will I know if I have been successful?

Interviewer:(We'll be making our decision next Monday, we'll give you a call.

Exercise 4. These are the most common questions asked in a normal interview with some
ideas of how to prepare an answer:

. What are your greatest strengths / weaknesses?

. Why do you want to leave your current job? Or Why did you leave your last job?
. When can you start?

. Do you have any questions?

. What is your biggest accomplishment?

. Why do you want to work for this company?

. What were your main responsibilities in your last job?

. Tell me about yourself.

0NN AW

Complete the table below with the questions above matching the ideas of how to prepare
an answer:

A. This does not mean "Give me your life story". It's your
chance to give an overall impression of who you are. Research
the company to get an idea of the skills and experience they're
looking for, work those into your response. Make sure you
concentrate on who you are, your work experience, and relate
everything to show that you would be a great candidate for the
position.

B. Be specific and positive about what you did in your current /
previous job. Try to relate them to the job you are being
interviewed for.

C. Give an example that relates to the job you are interviewing
for.

D. Your ability to work well under pressure, prioritizing skills,
problem-solving skills, professional expertise, leadership skills,
team spirit. Be prepared to give real life examples.

Be honest about a specific weakness, but show what you are
doing to overcome it.

E. Be positive. Research the organisation and relate what they
offer to your long-term ambitions.

F. Never say anything bad about your previous employers.
Think about leaving for a positive reason.
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G. Straight away.

I need to give x weeks notice.

H. Yes. Prepare several questions before the interview. You
could ask about career / development / training opportunities. Be
sure to ask when they'll make their decision.

Exercise 5. Look again at the dialogue above («John has a Job Interview for a Saturday
Job») and try to analyze John’s answers, taking into account the recommendations from

Exercise 4. Was everything right in his answers? Do you think he will get the job?

Exercise 6. Read these questions. A) Which of them would you rather not answer? Why?
Which of them would you rather not ask? Why? What 10 questions would you choose
for a good interview if you were an interviewer? An interviewee? B) Prepare your list of
questions as if you were to interview people for three different jobs (choose the jobs
from the above chapters). Think of a few additional questions, taking into account
specific job requirements. Suggest these three jobs to your friend, let him/her choose one
to apply for. Interview your friend, draw your conclusion about their further

employment.

Questions for an Interview.
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11

12

13

14

15
16

17

Tell me about yourself.

How would you describe yourself? (character/personality)
What are your strengths/weaknesses?

Are you married? Single? Do you have a partner?

What do you do in your free time?

What are your hobbies? / Do you have any hobbies?

Why are you interested in working for our company?

Why do you want to work for this company?

What type of position do you think you are suited for / would suit you?
How would you describe the position we have to offer?

What aspects of the position are you most / least interested in?

What would you like to find in this job that you didn't have in your previous job?

How do you think you could develop the position?

What would be your strategy to develop the position?
What have you got to offer us?

What could you contribute to our company?

Why do you want to leave your present job?

Why do you want to change jobs?

What were you responsible for?

What did your job involve?

What do you think you gained by working in your last job?
What do you think of your (last) boss?

What are your salary requirements?

How much would you hope to earn in this position?

How much do you think you should be offered for this position?
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18

19

20
21

22
23

24

25

26

27

28

29
30

What salary would you expect (to be offered) for this position?

Have you received any offers of a job?

Why have you had to look for a job for so long?

Why have you been looking for a job for so long?

Why did it take you so long to find a new job?

How do you feel about your future in the profession?

Have you had any failures? / What failures have you had?

Have you had any negative experiences?

What sort of obstacles have you come across/encountered in your work?
If you had to recruit colleagues, what qualities would you look for?
Would you be willing to relocate/to move to another part of the country/
to work abroad?

Did you have to travel abroad in your last job?

Don't you think you have too much experience/you are over-qualified for this job?

How long do you think you would stay with us?

If we offered you the job, how long would you expect to stay with us?
Which do you prefer : to work alone or in a team?

Do you prefer working alone or with other people as part of a team?
Do you know how to manage a team?

Are you capable of leading a team?

Do you think you have the ability to be a team leader?

Why should I recruit you?

How could you persuade me to recruit you?

Do you have any comments to make, or questions to ask?
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Humour: Job Interview Quotations

Vice Presidents and personnel directors of the one hundred largest corporations were
asked to describe their most unusual experience interviewing prospective employees.

A job applicant challenged the interviewer to an arm wrestle.

Interviewee wore a Walkman, explaining that she could listen to the interviewer and the
music at the same time.

Candidate announced she hadn't had lunch and proceeded to eat a hamburger and french fries
in the interviewers office.

Candidate explained that her long-term goals was to replace the interviewer.

Balding Candidate excused himself and returned to the office a few minutes later wearing a
headpiece.

Applicant said if he was hired he would demonstrate his loyalty by having the corporate logo
tattooed on his forearm.

Applicant interrupted interview to phone her therapist for advice on how to answer specific
interview questions.

Candidate brought large dog to interview.

Applicant refused to sit down and insisted on being interviewed standing up.

Candidate dozed off during interview.

The employers were also asked to list the ''most unusual'' questions that have been
asked by job candidates.

"What is it that you people do at this company?"

"What is the company motto?"

"Why aren't you in a more interesting business?"

"What are the zodiac signs of all the board members?"

"Why do you want references?"

"Do I have to dress for the next interview?"

"I know this is off the subject, but will you marry me?"

"Will the company move my rock collection from California to Maryland?"
"Will the company pay to relocate my horse?"

"Does your health insurance cover pets?"

"Would it be a problem if I'm angry most of the time?"

"Does your company have a policy regarding concealed weapons?"
"Do you think the company would be willing to lower my pay?"
"Why am I here?"
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14.1Q AND EQ (EI)

Testing a Person’s 1Q

For decades, a lot of emphasis has been put on certain aspects of intelligence such as
logical reasoning, math skills, spatial skills, understanding analogies, verbal skills etc.

An 1Q (intellectual quotient) test usually involves a set of standardized questions for
which the test taker receives a score. This score is compared against the average scores of
others within the same age range to determine a person's intellectual potential. IQ is primarily
used to measure one's cognitive abilities, such as the ability to learn or understand new
situations; how to reason through a given problem/scenario; the ability to apply knowledge to
one's current situations. Here is the scale to measure a person’s IQ (for instance, if you need
an MBA or higher, then according to statistics you need an 1Q of 100-120 to earn an advanced
degree.):

. Over 140 - Genius or almost genius

. 120 - 140 - Very superior intelligence (Gifted)

. 110 - 119 - Superior intelligence

. 90 - 109 - Average or normal intelligence

. 80 - 89 - Dullness

. 70 - 79 - Borderline deficiency in intelligence

. Under 70 - Feeble-mindedness

This first intelligence test, referred to today as the Binet-Simon Scale, became the basis
for the intelligence tests still in use today. However, Binet himself did not believe that his
psychometric instruments could be used to measure a single, permanent and inborn level of
intelligence. Binet stressed the limitations of the test, suggesting that intelligence is far too
broad a concept to quantify with a single number. Instead, he insisted that intelligence is
influenced by a number of factors, changes over time and can only be compared among
children with similar backgrounds.

Modern psychology has refined the intelligence test to a degree never thought possible
even fifty years ago. Many consider the IQ test not only the most important achievement in
the field of psychology, but one of the crowning achievements in modern society. In 1989, the
American Academy for the Advancement of Science listed the IQ test among the twenty most
significant scientific discoveries of the century along with nuclear fission, DNA, the
transistor, and flight.

In spite of the wide use of intelligence tests, researchers were puzzled by the fact that
while IQ could predict to a significant degree academic performance and, to some degree,
professional and personal success, there was something missing in the equation. Some of
those with fabulous IQ scores were doing poorly in life; one could say that they were wasting
their potential by thinking, behaving and communicating in a way that hindered their chances
to succeed. So, emotional intelligence became mentioned more and more often as a factor that
may be more important than 1Q.

Exercise 1. Read the text, answer the following questions:
What is IQ? What abilities does it measure?
What does an IQ test involve?
What categories of workers, do you think, should show higher 1Q? Why?
What did Binet himself think about IQ tests? Do they have limitations?
Is the IQ test valued in the modern scientific world?
Do high IQ scores guarantee a person’s success in life? Give your reasons.
Think of a few examples to prove it.
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Emotional intelligence: thinking and feeling on the job

Psychologists say 'emotional intelligence' can help manage our thinking and improve
our behaviour at work and in our personal lives. But what is it, how do you test it ... and can
it get better?

How have you been using your emotional intelligence at work? Chances are you've
called on it less than you might like, according to new research which shows that the art of
identifying, understanding and managing your emotions — and those of others — to improve
your performance has, apparently, declined since the start of the financial crisis.

A study of 12,400 workers, mainly from the UK managerial population from 2001 to
2010, found it increased steadily during the economically strong years of 2001 to 2007,
dropped sharply in 2008 during the worst of the banking crisis and when the recession started,
rose slightly in 2009 and fell again in 2010.

It is divided into two main areas — personal intelligence and interpersonal intelligence.

These include self-regard and regard for others; self-awareness and awareness of
others; emotional resilience; personal power (the degree to which you believe that you are in
charge of, and take responsibility for, your outcomes in life, rather than seeing yourself as the
victim of circumstances or of other people); flexibility; authenticity; trust; balanced outlook;
connecting with others ; emotional expression; conflict handling and interdependence.

While there is no significant difference between men and women in overall scores, men
have a more critical mindset with higher self-regard and lower regard for others. In contrast,
women tend to have a more submissive mindset with lower self-regard and with higher regard
for others. Emotional intelligence improves with age, as we develop a more balanced outlook
and become less dependent on, but more trusting of, others.

But measuring emotional intelligence can also be used to identify areas of development
for employees in specific positions. An awareness of where you sit on each scale can help
determine whether you need extra training to progress, or will excel in a particular industry or
sector.

Self-employed people score higher than any other occupational group, possibly because
there is a greater need to be emotionally intelligent if you are dependent, mostly, upon
yourself for your business success, says Cooper.

People working in the health sector scored significantly lower in self- regard, which
may result in them putting the needs of others first. Those working in human resources scored
higher in "mistrusting", reflecting the nature of some aspects of their work, including
redundancies, tribunals and underperformance.

Those in the sales sector scored strongly on self-assuredness, not being easily put off
and being able to connect with people without being overly caring. Employees in the
technology and financial sectors — professions that are traditionally less people-oriented —
scored lower than all other job groups on interpersonal aspects of emotional intelligence.

Senior managers and directors tend to score highly in all aspects, but especially in self-
belief, emotional resilience, personal power, positive outlook, going after goals, conflict
handling and independence. But low scores on some of these scales can have anegative
impact on others, especially if the person with the low score holds a senior position.

Graham Coxell, chief executive of stockbrokers Rowan Dartington, was impressed by
the impact the different approaches had on himself and his colleagues that, on buying the
stockbroking firm in March 2011, he decided to incorporate emotional intelligence into the
management methods used in the firm, especially by himself. This includes ensuring that
employees feel liked, competent and significant.

"I will always strive to understand, rather than find fault. Why did someone make a
mistake, what can you learn from that and how do you go forwards from that?" he says.
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Coxell believes encouraging a greater understanding of emotional intelligence among
his staff has benefited the firm. "It's a very happy place to work now, and it's turned the
business from one which lost money to one which makes a profit," he says.

Unlike personality traits and 1Q — relatively fixed from birth — emotional intelligence
can be changed and developed.

Personal intelligence includes aspects such as knowing what you want, motivating
yourself to achieve goals, dealing with challenges and setbacks, maintaining physical and
emotional well-being, improving your work-life balance, feeling confident in your decisions
and actions, having clarity of thinking and adapting to new situations.

You have to understand and be in control of these aspects before you can develop your
interpersonal intelligence. This includes knowing what others want, leading and managing
others, helping motivate others, building trusting relationships, team working, coaching
people and managing confrontation constructively.
http://www.guardian.co.uk/money/2012/feb/10/emotional-intelligence-thinking-feeling-job

Exercise 2. Read the text, answer the following questions:

7. What is EI? What aspects does it embrace?

8. How is EI connected with job efficiency?

9. What categories of people show higher EI? Lower EI? Why?

10.How can EI connected with economical situation? Why, do you think?

11.Why is El incorporated into management methods used in many firms?

12.Can EI be changed? By what methods, what do you think?

13.What could you say about EI in our society? Write a few paragraphs of
your opinion and suggestions for improvement.

14.What could you say about your EI? What are your strengths in this field?
Think of a few examples to prove it.
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15. AN IDEAL EMPLOYEE

Qualities needed to become an ideal employee

It is very sad that the global economy is still suffering from the heat of recession.
Thousands of people lose job. The employers are also pushed on the back foot in keeping
their companies running! Now you must be thinking why these sentimental talks? No, these
are not touch of sentiments! If you carefully delve into above points you can find out that not
all of us unemployed or not all the companies have shut down. People who have become
successful in preventing themselves from the heat of unemployment or recession are actually
tagged as ideal employee by the employers. Companies can never fire employees who are
found indispensible! Well, my dear reader if you are an employee or want to become one, you
have to know how you can become an ideal employee in the eyes of employers! Now let us
have a look on some of the criteria to become prospective ideal employee to any company:

. Highly skilled: The first thing any employer would like to find out in any
employee is his or her skills in the domain the candidate is applying for the job. From the very
first selection procedure you have to prove to the prospective employer that you have the
potential to become the first choice - an ideal employee!

. Being positive & staying cool: Well, from the first selection process then after
induction a candidate has to prove that he or she has the cent percent positive attitude
whatever tough situation comes in front. A candidate would also never be counted as an ideal
employee if he or she cannot keep cool!

. Proficient communicator: Without communication a human being can not
prove his or her worth to others. So having strong communication ability in any situation is a
must. The ideal attitude has to be reflected through communication with clients, colleagues,
superiors and everyone else. An employee has to be accepted as ideal employee to all levels
of people!

. Flexible on work culture: Now and then there may come situations when work
pressures increases. In such conditions a candidate should not stick to office hours! Working
in coordination to deliver any project is always counted as one of the greatest qualities of an
ideal employee!

. Shouldering responsibility: Gradually with the passing of time an employee
has to prove himself or herself as "Mr. /Miss. Dependable". Every company tries to cream out
people on whom it can depend! So every employee has to prove that he or she is ready to
shoulder responsibility! If an employee proves his shoulder strong enough to bear any
possible load, a company marks him or her as an "ideal employee".

. Team player: Any company offers you a chance to work in group or team. And
in a team it is very natural that you would find colleagues at a different level of efficiency. An
employee is counted as an ideal employee if he or she fits into a team sharing and gathering
knowledge among seniors and juniors.

. Following instructions & taking initiative: While somebody works in a
company it is very essential that he or she follows company instructions. Following
instruction is a must of work culture. But at the same time a company tries to find out
employees who are giving something extra - what is his or her initiative to catalyze the
growth of the company! If somebody has this attitude he or she will be considered as an ideal
worker or employee!

Well, these are some of the best qualities needed to be present in every human being to
become professional. If somebody carefully tries to understand the above points and follows
those with other ones (not mentioned above) he or she easily stands in the crowd as an ideal
employee. And remember everybody is willing to prove his or her worth as an ideal choice to
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the employer! Do you want to prove otherwise?

Exercise 1. 1) Write out the underlined words and expressions, explain their meaning in
English. Are they formal or informal? 2) How would you characterize yourself/ your
friend according to the criteria in the article? Give some examples to prove it. 3) What
other characteristics would make you an ideal employee? Use additional sources of
information. Which would you rate as the most/ the least important? Give your reasons.

7 ways to impress your boss

Exercise 2. Read the text. Match the headings below (A-G) with suitable paragraphs (1-
7) from the text:

A. Talk like your boss. B. Say no. C. Be curious. D. Know your boss's priorities. E.
Lunch with your boss. F. Seek new responsibilities. G. Toot your own horn.

You could save your company $10 million, but if your boss doesn't know, it's like it never
happened. So you need to manage up -- systematically make sure your boss perceives that you
are doing a great job.

Here are seven ways to manage up:

1. If your boss is a numbers person, quantify all your results. And know which numbers
matter most to him. All numbers people have their pet line items. If your boss is a customer-
is-first kind of guy, frame all your results in terms of benefits to customers. Let's say, though,
that you are working on a project that is impossible to frame in terms of the customer. Then
ask yourself why you're working on it for a customer-oriented boss. It probably isn't a high
priority for him, so it shouldn't be a high priority for you.

2. Say yes to the things that matter most to your boss. Say no to everything else and your boss
will appreciate that you are focused on her needs. Remember that your boss doesn't always
know everything you've got on your plate. So when he/she asks you to do something that you
don't have time to do, ask your boss about his/her priorities. Let him/her know that you want
to make sure you finish what is most important, and this will probably mean saying no to the
lesser projects.

3. If your boss likes e-mail, use it. If your boss prefers voicemail then phone in your updates.
Convey information to your boss in the way he/she likes so that he/she's more likely to retain
it. Be aware of detail thresholds, too. Some people like a lot and some people like none. A
good way to figure out what your boss wants is to watch how he/she communicates with you.
Your boss is probably doing it the way he/she likes best.

4. Each time you do something that impacts the company, let your boss know. Leave a
voicemail announcing a project went through. Send a congratulation e-mail to your team and
copy your boss, which not only draws attention to your project success but also to your
leadership skills. Whatever the mechanism, you need to let your boss know each time you
achieve something he/she cares about.
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5. If all things are equal, your boss will promote the person he/she likes the best. So talk about
what interests him/her. Get your boss on your side by asking him/her for advice on something
about work. If you are very different than your boss, work hard to find common ground in
your conversations. Everyone has common ground if you hunt hard enough.

6. Find important holes in your department before your boss notices them. Take responsibility
for filling those holes and your boss will appreciate not only your foresight, but also your
ability to do more than your job. (The trick, of course, is to make sure you do not shirk your
official job duties while taking on more.)

7. Remember to make time to read and listen. Then ask questions when they are not expected.
You will make yourself more interesting to be around, and you will elicit fresh ideas from
everyone around you. Your boss will feel like having you on the team improves everyone's
work, even his own, and that, after all, is your primary job in managing up.

Exercise 3. Find the following words and expressions in the text, retell the paragraphs
they are used in: elicit fresh ideas from, foresight, shirk, promote, voicemail, to go
through, pet line items, customer-oriented, to frame, priority, updates, manage up.

Exercise 4. Do you agree with all these tips? Where do you think is the author wrong?
Would you like to be this type of a person? Suggest of other ways to impress your boss.
What tips do you agree with? Give your reasons.
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16. JOB STORIES

Exercise. Read these Worst Job stories. All of them are planned to answer the following
questions: 1) What I did; 2) Why was it a bad job? 3) Tips and tricks.

Be prepared to answer the following questions: A) Which of the stories is the most
horrible? The most touching one? Which of them makes you question it? Which of the
people, do you think, made most serious mistakes? What would you have done?
Comment on two of the stories. B) Have you had any job experiences? Were they
positive? Think of similar stories your friends or relatives may have experienced.

Share Your Story: Worst Job Stories

John:

1. I worked at a fast food chain restaurant, for @ 15 minutes!

2. It wasn't so much that it was a bad job, but I wasn't a good candidate for the job I
applied for. I was finishing up my last semester of college and it was 3 months away from my
wedding. 1 got very worried about finances and rushed out to grab the first available job. I
filled out an application and was hired on the spot, they wanted to start training immediately.
When I started talking about scheduling, they had very set times they needed me, and those
times were all conflicting with classes, and wedding preparations.

3. a) Think about what you want to do, plan ahead; b) Sometimes accepting a position
you're not right for is worse than not having a job. c) Ask questions, make a list of what you
need to know about the job and it might help to ask them before you agree to be hired!

Mel:

1. I was hired to be a sales assistant to the president of a product placement company in
Los Angeles. What I did was answer the phone and be his administrative assistant. (He also
wanted a mind-reader.) Like others have shared, I was also treated like someone who was
there to be a personal servant, not like a professional person hired to help grow his business in
the entertainment industry. He bragged about his powerful and close friends that would call
the office - famous actors, producers, etc.

2. He yelled and ridiculed me by 9 a.m. on my first day, because I asked what he wanted
to say in a letter he requested. I should have known better than to take the job in the first
place, and it was one of the worst decisions I've ever made. I was sent by a recruiter, and he
did not pay the recruiter for sending me out. He also wanted to pay me cash. After 5 weeks of
daily verbal abuse and ridicule, I told him I wanted to live closer to my family (over an hour
away) and gave a week's notice (this was true). He was relatively nice all week, and at the end
of my last day he forgot to get money, and also didn't have any checks. Coincident? Probably
not! The second biggest mistake I made was that I trusted him to send me a check. When I
called him with the address on Monday, he said he thought about it over the weekend and
decided not to pay me. When I told him I would report him, he said there was no record of my
employment and an attorney would cost me too much. I should have reported him anyway,
but I chalked it up to a very expensive lesson learned. I believe in Karma and what goes
around, comes around! Now, I try to help others and pay it forward every chance I get, so
some good will come out of my bad experience.

3. a) Never, ever give up your principles and always maintain your integrity. When he
didn't want to pay the recruiter, I should have thanked him for his time, walked out and called
the recruiter directly, instead of being temporarily star-struck by the prospect of working with
movie stars. b) Get everything in writing. No cash under the table. ¢). Have confidence in my
own abilities and never take anyone's verbal abuse. I have since learned how to deal with
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people who are verbally abusive in offices. I conduct myself in a professional manner and
expect them to do the same.

Pat:

1. I recently left my position for a local hospital to take a management position for
another health care establishment. I thought it would be a good opportunity for me and was a
higher salary so I took the job.

2. I should have realized within the first three weeks that this job was not for me. They
had me training for three to four hours everyday and wanted me to learn the job hands on in
the office as well. I also wasn't told that my position entailed being the manager on duty for
the entire establishment one night every other week and certain weekends per year. I need to
do admissions all day, also check the dining rooms. I have been lifting heavy dinner trays and
pushing patients around in wheelchairs all while wearing my business attire dress code.

We have strict deadlines and are almost unmanageable workload for one person. They
micromanage and treat you like you are stupid if you do not do something correctly. If I said I
did a certain report and they did not read their email to verify it was sent by me, they accuse
me of lying. I have been accused of lying, being stupid and treated like an unskilled laborer.

3. I have learned the grass isn't always greener on the other side and that more money
does not buy happiness. I am still there at this time.

Robbie

1. My job consisted of answering a multiline phone system for a non profit agency. I had
to give referals for food, rent, utilites, and shelter. I also had other job duties as needed.

2. It was a bad job because of the incompetent director and supervsior. neither one had
any experience in being in a suupervisory role. Also, both refused to come out of their office
and try and understand what the job you were doing entailed. So when a problem arose, they
were always monday morning quarterbacking. The worst part was that if someone made a
complaint, they would accept that person compalint as true eventhough it was not. Also, the
human resource manager was and still is a hateful, mean, and lying person who violated the
employee rules that stated you can appleal an adverse decison against you.

3. Get in contact with a good employment lawyer, keep notes of all meetings as I did and
study the employees hand book.

Pamela

1. I worked as a maid in a bed and breakfast. I thought it would be a good job because
the hours were flexible and it was part time.

2. It was awful. After the guests checked out, the owner went to all the rooms and
collected the tips. So, we ended up with no tip money. There was no air conditioning and it
was really, really hot on the second and third floor. When business was slow we had to do
yard work and gardening - also when it was really hot.

3. a) Find out what the exact job requirements are ahead of time. b) Check out the place
where you are going to work in advance. c) Check on your pay and how it works.

Bess

1. Technical Support via phone and e-mail.

2. For the first couple it wasn't. Loyalty seemed to be a good idea. When I applied for a
position outside support the VP of support basically said (not to me) "No one leaves support".
Later lawsuits ensued. At one point someone within the company came up with the idea of
little stars for recognizing the years of service, needless to say I never received all of my
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annual 'stars'. Recently the company was bought out by another more popular software
manufacturer. That company bypassed all other companies I had worked for in wasting
money. Free soda, free doughnuts (that is just what a bunch of nerds that sit on their asses
need) meetings all over the world where they would jet in all of their VP's to rent over priced
sports cars. Then come around and tell us yet again we weren't getting raises. Getting into the
people they hired for low level management would be almost laughable.

3. a) Don't believe for a second that your contributions matter other than for this quarter.
It will be forgotten. b) If you're pay put's senior members of managements reward structure at
risk you will not get so much as a cost of living increase while they continue to post record
profits due to their reward 'structures'. ¢) Get you're experience with the corporate leading
applications and tools then get out. A.S.A.P. Otherwise you will get locked into a struggle to
get out and find a real job....
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17. MANAGING STRESS AT WORK

Managing Job Stress: 10 Strategies for Coping and Thriving at Work

by Randall S. Hansen, Ph.D.

Melissa had been the ideal worker, always willing to take on new projects, work long
hours and weekends -- until last year. There were subtle changes at first. Her demeanor turned
from always positive to a growing streak of negativism. She began to have problems sleeping.
She felt frustrated with a lack of progress within the firm, and a growing sense of no longer
being a part of the team. She started to use sick days for the first time -- some for a nagging
number of illnesses, some for "mental health" days. Luckily for Melissa, she had some friends
who recognized the problem she was suffering from was job stress.

What is Job Stress?

Job stress is something we all face as workers -- and we all handle it differently. There
is no getting around it. But, not all stress is bad, and learning how to deal with and manage
stress is critical to our maximizing our job performance, staying safe on the job, and
maintaining our physical and mental health. For workers like Melissa, infrequent doses of job
stress pose little threat and may be effective in increasing motivation and productivity, but too
much -- and too prolonged -- can lead to a downward spiral -- both professionally and
personally.

Some jobs, by definition, tend to be higher stress -- such as ones that are in dangerous
settings (fire, police), that deal with demanding customers (service providers), that have
demanding time pressures (healthcare), and that have repetitive detailed work (manufacturing)
-- but stress is not limited to any one particular job or industry.

The National Institute for Occupational Safety and Health (NIOSH), part of the U.S.
Department of Health and Human Services, states that job stress, now more than ever, poses a
threat to the health of workers -- and the health of organizations. NIOSH defines job stress as
the harmful physical and emotional responses that occur when the requirements of the job do
not match the capabilities, resources, or needs of the worker. Stress also occurs when the
situation has high demands and the worker has little or no control over it. Job stress can lead
to poor health and injury.

Job Stress Statistics

Numerous studies examining job stress sound an alarming bell about the mental and
physical health of American workers:

. A Northwestern National Life study found that 40 percent of workers report their
job is "very or extremely stressful." And that one-fourth of employees view their jobs as the
number one stressor in their lives.

. A Families and Work Institute study found 26 percent of workers report they are
"often or very often burned out or stressed by their work."

. A Yale University study found 29 percent of workers feel "quite a bit or
extremely stressed at work."

. A Princeton Survey Research Associates study reports that three-fourths of
employees believe the worker has more on-the-job stress than a generation ago.

. A Gallup Poll found that 80 percent of workers feel stress on the job, and nearly
half reported that they needed help in learning how to manage it.

. According to an article in Shape Magazine, women are 60 percent more likely to
suffer from job stress than men.
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Symptoms & Warning Signs of Job Stress
While the causes can be something other than job stress, here are the most common
symptoms and early warning signs of job stress and burnout:

. Apathy

. Negativism/cynicism
. Low morale

. Boredom

. Anxiety

. Frustration

. Fatigue

. Depression

. Alienation

. Anger/irritability

. Physical problems (headaches, stomach problems)
. Absenteeism

Causes of Job Stress

There are two schools of thought on the causes of job stress.

According to one theory, differences in individual characteristics, such as personality
and coping style, are best at predicting what will stress one person but not another. The focus
then becomes on developing prevention strategies that help workers find ways to cope with
demanding job conditions.

The other theory proposes that certain working conditions are inherently stress-
inducing, such as fear of job loss, excessive workload demands, lack of control or clear
direction, poor or dangerous physical working conditions, inflexible work hours, and
conflicting job expectations. The focus then becomes on eliminating or reducing those work
environments as the way to reducing job stress.

Strategies for Managing Job Stress

While many of the methods of preventing job stress need to be developed and
supported by the organization, there are things that workers can do to help you better manage
job stress.

Here are 10 tips for dealing with the stress from your job:

1. Put it in perspective. Jobs are disposable. Your friends, families, and health are
not. If your employer expects too much of you, and it's starting to take its toll on you, start
looking for a new job/new employer.

2. Modify your job situation. If you really like your employer, but the job has
become too stressful (or too boring), ask about tailoring your job to your skills. And if you got
promoted into a more stressful position that you just are not able to handle, ask about a lateral
transfer -- or even a transfer back to your old job (if that's what you want).

3. Get time away. If you feel the stress building, take a break. Walk away from the
situation, perhaps walking around the block, sitting on a park bench, taking in a little
meditative time. Exercise does wonders for the psyche. But even just finding a quiet place and
listening to your iPod can reduce stress.

4. Fight through the clutter. Taking the time to organization your desk or
workspace can help ease the sense of losing control that comes from too much clutter.
Keeping a to-do list -- and then crossing things off it -- also helps.

3. Talk it out. Sometimes the best stress-reducer is simply sharing your stress with
someone close to you. The act of talking it out -- and getting support and empathy from
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someone else -- is often an excellent way of blowing of steam and reducing stress. Have a
support system of trusted people.

6. Cultivate allies at work. Just knowing you have one or more co-workers who are
willing to assist you in times of stress will reduce your stress level. Just remember to
reciprocate and help them when they are in need.

7. Find humor in the situation. When you -- or the people around you -- start taking
things too seriously, find a way to break through with laughter. Share a joke or funny story.
8. Have realistic expectations. While Americans are working longer hours, we can

still only fit so much work into one day. Having unrealistic expectations for what you can
accomplish sets you up for failure -- and increased stress.

0. Nobody is perfect. If you are one of those types that obsess over every detail and
micromanage to make sure "everything is perfect," you need to stop. Change your motto to
performing your best, and leave perfection to the gods.

10.  Maintain a positive attitude (and avoid those without one). Negativism sucks the
energy and motivation out of any situation, so avoid it whenever possible. Instead, develop a
positive attitude -- and learn to reward yourself for little accomplishments.

Final Thoughts

Okay, so it's a cliche, but your health is everything. You need to take care of yourself,
and no job, customer, or boss is worth putting yourself at risk. Find a way out through one or
more of our 10 strategies. Take control of your situation -- and fix it -- and you will have
better mental and physical health, as well as better relationships with the people around you.

Dr. Randall S. Hansen is founder of Quintessential Careers, one of the oldest and most
comprehensive career development sites on the Web, as well CEO of EmpoweringSites.com.
He is also founder of MyCollegeSuccessStory.com and EnhanceMyVocabulary.com. He is
publisher of Quintessential Careers Press, including the Quintessential Careers electronic
newsletter, QuintZine. Dr. Hansen is also a published author, with several books, chapters in
books, and hundreds of articles. He's often quoted in the media and conducts empowering
workshops around the country. Finally, Dr. Hansen is also an educator, having taught at the
college level for more than 15 years. Visit his personal Website or reach him by email at
randall(at)quintcareers.com.
http://www.quintcareers.com/managing_job_stress.html

Exercise 1. Explain the meaning of the following words and expressions in English,
translate them into Ukrainian. Reproduce the context using the text above. Suggest
other possible contexts.

Demanding job conditions, absenteeism, low morale, fatigue, alienation, leave perfection to
the gods, stressor, reciprocate, a to-do list, inflexible, inherently stress-inducing, lateral
transfer, on-the-job stress, burnout, burned out, handle, lead to a downward spiral, poses a
threat, frustrated, dangerous settings, being a part of the team, maximizing our job
performance, there is no getting around it.

Exercise 2. A) Write out the Job stress statistics, from bigger to smaller numbers. What
conclusion can you draw from them? What do you know about similar statistics in
Ukraine? B) Enumerate the stress symptoms, choose three to explain. Have you ever
had any? Are there any medicines or methods to prevent them? C) Speak on strategies
for managing job stress. Which of them are new to you? Which of them are more
effective, in your opinion? Less effective? Give your reasons. Is it possible to use them
all?
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18. HOW TO DO HARD THINGS

One of the harsh little realities of pursuing a dream is that sooner or later, you’re going to
have to do some stuff you don’t like very much. It’s just plain inevitable.

Enter procrastination. Dread. Meltdown. Complete inertia.

But the prospect of doing the tough stuff doesn’t have to stop you cold. To that end, I’ve been
teasing out some different ways you can keep going. Here are a few of my favorites:

Play music. I learned this when I started running, or ‘jogging’ as we called it back in the 70’s.
Clamping on the headphones made it go so much better. Even today, as I pound the treadmill,
it’s just so much easier if I’ve got country music videos playing along while I work out.

In fact, there’s a remarkable moment in Michael Moore’s documentary, Fahrenheit 911, in
which a soldier talks about overcoming his fear and going into battle by listening to heavy
metal music piped into his helmet. Neurosurgeons, emergency room docs, and others in high-
pressure operating theaters often play lightly upbeat, soothing music to keep stress under
control as they work.

‘Bookend it’. This is a phrase the 12-steppers wisely use for calling up a supportive friend
before AND after a tough task ... just so you’re accountable out there to someone. Use the
phone or email and make that connection. You’ll be less likely to procrastinate your way out
of it.

Delegate. Got a task you just can’t somehow do? I always have three or four lurking around
the edges of my desk, until the day I rise up and give it away. Hire a local teenager, elderly
person who wouldn’t mind a little light work, a family member, or even a local odd-jobs
person to come in one day and give you a hand with all or your ‘hard stuff.” If the problem
seems to be on-going, hire a Virtual Assistant, from one of the on-line sources like
AssistU.com. This is a person you hire on an hourly basis, usually in some other part of the
country, who helps you electronically with all kinds of administrative needs. If you can’t
afford to find help, buddy up with a friend and offer to do each other’s ‘hard stuff’ in an even
swap.

Plan a big, juicy reward. We’re talking one you seriously want ...and the nastier the task,
the bigger the reward. If you must, combine this with book-ending, to make sure you not only
do the task, but reward yourself as well.

Dare yourself to not do it. Really imagine life without this particular task completed. Then
see what the consequences are. Truly dire? If not, maybe you can actually drop the hard thing
from your to-do list. On the other hand, will you be disappointed? Will things just not seem
right somehow? Better use that image of disappointment to move your dream along.

Jump in, first thing. We tend to be fresher, and less conflicted, stressed or distracted first
thing in the morning (post-coffee, of course.) That’s the best time to seriously seize the day
and do the hard thing. Success manuals all preach doing it first, and they’re right. It works.

Envision the goal. Is it 1000 new subscribers to your ezine? Is it a potential big sale that will
change your business, or leaving a job that will help you live your dream? Make a little note
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and park it somewhere that’s frequently in your line of site, such as a Post It on your
computer screen. (You can word it obscurely to protect your privacy in an open office
environment.) By keeping you attention on the big picture, you’ll naturally get less hung up
on the day-to-day small stuff.

Impose a temporary goal. One of my dreaded tasks is vocalizing, or exercising my vocal
cords every day in an effort to keep my singing voice in shape. Just about the only motivator
I’ve found that works is always having a small performance just ahead ... especially in times
when I’'m working on a long-term project that doesn’t ‘need’ my voice anytime soon.
Knowing I have to perform, even at a dinner party, keeps me interested in staying in shape.
The same would apply if you want to work out on a regular basis. Find a charity fun run or
walkathon you can get yourself in shape for.

That should give you some fodder for facing the harsh realities of life, and getting on with
those annoyingly procrastinated to-do’s. Feng Shui experts insist this ‘mental clutter’ keeps us
small and inefficient; once we actually go through the hard stuff, and clear out our anxiety and
procrastination, we thrive.

And guess what? They’re absolutely right!

(From the book “Living Your Joy: A Practical Guide to Happiness” by Suzanne Falter-
Barns)

Exercise 1. Read the text above, use the dictionary to translate the unknown words. Can
the tips be helpful to you? In what ways, do you think?

Exercise 2. Analyse the vocabulary in the text, find colloquial and informal words and
expressions. Analyse the author’s style.

Exercise 3. Do you have the experience of doing hard things? Share your impressions,
give your tips, if you have any.

72



19. ASKING FOR PAY RAISE

Exercise 1. Look at the newspaper headings below. Write out newspaper headings that
deal with a) unemployment; b) social problems; c¢) fears about uncertain future. Mind
that some of them are incomplete, so complete them as you feel could be right. What do
you think can these articles tell you about? Choose two headlines to dwell on, write a
paragraph on each.
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Chicago teachers authorize strike to leverage pay raise

June 11th, 2012

Chicago Teachers Union vote to okay strike as bargaining tool for pay increase.

The ballots have been counted. The third largest school district in the country, Chicago
Public Schools, has voted “yes” to authorizing a strike if the teacher’s union and the city can’t
come to a consensus over benefits and pay.

Stemming from budget cuts last year, Mayor Rahm Emmanuel took back a promised
4% pay increase for teachers and moved to increase the length of school days. Most Chicago
teachers argue that the proposed 20% classroom time should net them a 20% pay raise, plus
the 4% that was taken from them and another 5% on top of that for 2012s merit increase. CPS
(Chicago Public Schools) argues that they have given teachers a guaranteed 2% increase,
but teachers are saying that’s not enough.

The increased school day was proposed by Mayor Rahm Emmanuel which he argues
would keep Chicago in step with the rest of the county. CPS claims that Chicago students
spend 22% less time in the classroom than the average student throughout the country.

Chicago Teacher’s Union President Karen Lewis gave a press conference this morning,
asking CPS to stop and listen to the voices of the labor forces that help mold the future of
students. She insisted the potential strike and pay raise request is made in the exclusive
interest of students. The teachers’ union also wants to limit class size for teachers, something
that CPS says they simply cannot afford. One reporter asked Ms. Lewis to comment on the
skeptics who claim that the potential strike is in interest of adults and not students,
questioning the “What about the children?” mantra and whose interest the potential strike
would really be in. Lewis responded something to the effect, ‘You can’t help students unless
you help those who teach them first’.

CPS wanted the teachers’ union to wait until an independent group gave their
recommendations in July for a compromise between teachers and CPS. CPS says they are 2
billion dollars in the red.

So, the battle lines are drawn.

If Chicago teachers strike, it will be the first time in 25 years. Teachers do not get paid
while on strike.

According to the Chicago Sun Times, the average school teacher makes $71,000 a year.
If the teachers’ union gets the raise they’re asking for, the average Chicago school teacher
will make over $90,000 a year.

http://blog.imperfectparent.com/2012/06/11/chicago-teachers-authorize-strike-to-leverage-
pay-raise/

Exercise 2. A) Answer the following questions on the text (use the vocabulary in
bold type in your answers): 1) Why do Chicago teachers want to strike? 2) Did the
teachers get their pay raise? 3) Does everybody support the idea of strike? 4) Who
would benefit from the strike? 5) Do Chicago teachers work more than the other
teachers? 6) Who pays the salaries to these teachers? 7) Should Chicago teachers get an
almost 30% increase? What do you think?

B) Speak on salaries and payment problems in Ukraine. Do you think problems
like the one in this article are topical for Ukraine?
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Asking for Pay Raise

Asking for a pay raise might not be easy for you, just as it isn't for most. Even if you
eventually muster the courage, there are no step-by-step instructions, sure ways of asking or
"magic pills" that guarantee your success. However, following the guidelines below might at
least increase your chances.

Asking for a Pay Raise Guidelines

« Before asking for a pay raise, it's important to know that many companies don't grant
pay raises to most employees except during employee-review cycles. Additionally,
many companies pay competitive, industry-standard wages, which they periodically
adjust for cost of living. If you work for one of these companies and you ask for an
"out-of-cycle" pay raise or more than the industry standard for your position, your
chances for success are likely to be slim.

e Check your employee policy manual (or similar document) for information related to
asking for a pay raise. For example, if a policy states how to go about it, then follow it
to the letter. But if a policy unconditionally states that your employer will not grant an
out-of-cycle pay raise, it might be a good idea to stick it out until your next review and
request a better-than-usual pay raise. Asking for such a pay raise will probably go over
better than trying to buck the system.

« It's not a good idea to justify asking for a pay raise by simply stating, "I need the
money." It's a much better idea to prove that you deserve a pay raise, by emphasizing
your value to the company. Documenting your accomplishments is a good way to do
that. For example, you might include your accomplishments in a "presentation" to
show your boss, a "cheat sheet" to refer to while negotiating your pay raise, or a letter
asking for an appointment to discuss it. Be specific, use examples, and include
impressive things like:

Revenue you've earned

Money you've saved

Customer satisfaction you've achieved

Tight deadlines you've met or beat

Solutions you've implemented

Products or services you've improved

Initiative you've demonstrated

o Extra hours you've worked voluntarily

« Consider asking for more responsibilities to justify your pay raise. That'll go over better
than simply asking for more money, especially if your current responsibilities don't
require you to do much above the call of duty and your employer thinks that you're
adequately paid.

e« Command a pay raise, don't demand it. For example, you might tell your boss that
you'd like to know what you can do to increase your salary or hourly wage in the near
future, instead of insisting on a pay raise for your past accomplishments.

« Think twice about threatening to quit if you don't get a pay raise. It rarely works. No
matter how valuable you think you are to the company, don't make the mistake of
thinking that you're indispensable. Eager beavers willing to learn your job for less pay
are almost always waiting in the wings. If you do quit later for lack of a raise, be
careful what you say in your resignation letter so it doesn't bite you down the road.

o O O O O O O
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« Have a reasonable figure in mind (e.g., from salary surveys) and prepare to negotiate.
Be nice but firm when negotiating, and don't get emotional. (Remember, it's business,
not personal.) If your employer doesn't grant you a satisfactory pay raise, try
negotiating concessions such as performance-based bonuses, or extra paid time off,
perks or benefits. Whatever you succeed at negotiating, ask for it in writing with
authorizing signatures.

e Follow the chain of command when asking for a pay raise. For example, if your
immediate boss is a supervisor, don't go over your boss's head to the department
manager. Instead, approach your immediate boss first and let him or her tell you the
next step.

« A meeting is likely to be more effective than a letter asking for a pay raise. A letter is
an inflexible, one-way communication, making it easier for your boss to say no. A
meeting is a flexible, two-way communication, that will allow you to present your case
as required and overcome objections on the spot. However, a letter will allow you to
organize your thoughts, accomplishments and such before presenting them. So, you
might consider some combination of the two, such as a letter that highlights your
accomplishments to justify your request in the same letter for a pay-raise meeting.

Request Letter for a Pay Raise

Sample 1.

Dear Sir,

I have been working in your highly respected organization since March 16, 2002 as a Product
Specialist.

I believe that that I have done my job well- completed my tasks on time and even worked
overtime when needed. I have always been punctual and meticulous about my output.
Currently, I am getting $1,200 as my monthly salary. I would like to request for a suitable
salary increment for my performance.

Hoping for your favorable consideration.

Sincerely,

Hardworking Employee

Sample 2.

Date

Name of Boss,
Designation,

Company.

(Your Name)

(Your Address)

Subject: Raise in the salary

Dear Sir:

This formal letter is in reference to the revision of my position responsibilities and duties as it
pertains to the mission of this successful organization. I currently take great pleasure in
diligently carrying out my daily assignments for the Main Road and Elphiston Road branches.
However, I find it imperative to respectfully request a raise, for which my duties are a bit
abundant considering my hourly wage. If it is impossible to do so, I am content with merely
one branch to look after. I would like to thank you for your time in advance.
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Sincerely,
XYZ
Designation

Exercise 3. 1) Write a letter to your boss, asking for a pay raise. 2) Make a dialogue with
your ‘boss’ (i.e.) about your pay raise. Then discuss your tactical mistakes ©.
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20. FREE LANCE JOBS

Find a Freelance Job - Make Money Today

Every day, we bring you hundreds of great freelance jobs that you can start right away.
Most can be done from home, and the rates of pay vary from good to excellent. Getting
started is easy, just check out the jobs that interest you below - and apply for as many as you
want.

Exercise 1. A) Match the headings A-M with the suitable parts of the text (1-13).

A. Get Paid To Fill in Simple Forms...Second Request
B. Send Tweets on Twitter ($240.00 per day)

C. Write a Series of Short Novels.

D. Write a Batch of 30 Articles.

E. Assist with Link Building.

F. Post Easy Links to Websites ($200.00 per day)

G. Get Paid To Watch You Tube Videos ($275.00 per day)
H. Write a Number of Articles and Blog Posts

I. Make Money Completing Simple Forms

J. Write Blog Posts and Articles

K. Work on Easy Data Entry Projects

L. Go Mystery Shopping and Get Paid

M. Write eBooks ($2000 per project)

B) Fill in the blanks in chapters 1-6. You can find the missing words (they are
simple and often repeated) in the headings.

L
This company is looking for several freelancers to act as panelists to review
which are produced to promote their various products and services. Your role will be to

review the allocated to you, and respond with comments from a consumer
perspective.

You must have a YouTube account and be able to provide clear and logical comments
on the allocated to you. This opportunity is open to all applicants worldwide.

2.

Hi...we are still urgently seeking numerous people to get paid for filling in simple
. You will enter data as required in the format which we provide for you. You will
be responsible for formatting correctly and submitting online.

This is easy work for good people. A generous rate of pay is offered. Please apply only
if you have a good Internet connection. Applications welcome from all areas.

3.

Here’s a really easy and profitable job for anyone who is good with Twitter. We need a
social media assistant to help us tweets to our huge number of followers
on several different Twitter accounts. We will provide the information for each , and
it will be your job to ensure that are scheduled and sent efficiently and effectively.

You should have an interest in social media, and be able to suggest ideas on how we
can improve the reach and performance of our Twitter campaigns. Excellent rate of pay
offered.
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4.

This company is seeking good builders to help build back from
other websites for search engine optimization purposes. You will contact other websites in
markets related to ours, and arrange swaps which will benefit both parties from a

search engine perspective.

This is easy work for a keen individual, and can be done from anywhere in the world.
You should have a reliable Internet connection and a good standard of English. We pay a
sliding scale, with good builders receiving a high rate of pay.

5.

We are urgently seeking a good writer who can produce a batch of 30

on various topics as required. You should be a competent writer who is able to

produce 400-600 word efficiently and effectively. You should have experience of
writing for blogs and for directories.

We are often looking for fresh writers, so this is a great opportunity to get in with a
fast-growing company with big ambitions. We pay well and we pay fast, so this is a good
position for anyone worldwide who is a competent and effective writer.

6.

Can you complete by following given instructions? If so, we
could use your help. We need several good freelancers to assist in a data entry project that
involves adding data to as given. You will take the data we send you,

reformat it according to some simple rules, and then enter it into the .

We welcome applications from all areas worldwide, and are prepared to pay a good
rate to reliable people. Please get in touch to find out how we can work with you on this
project. You need a computer and an Internet connection to be considered for this project.

7.

We are looking for a talented writer who can write fiction to order for our ebook
publishing business. We have an established track record of publishing good quality books,
and are now looking to expand into the fiction market. You should have the ability to write a
good story, and be prepared to work with us to produce high quality work.

We pay an advance up front, plus royalties on an ongoing basis. This is a great
opportunity for a good writer to break into a fast-growing business.

8.

Several freelancers are required to assist in a number of projects involved in writing
fresh content for our websites. You must be a competent writer who can deliver good quality
work on time and on budget.

Articles are typically 400-600 words in length, and may be on a wide range of topics, to
promote various products and service. You should have a decent Internet connection and a
desire to be part of a productive team.

9.

This company is looking for three freelance professionals who can post links to
websites on a regular basis. Your job will be to contact other website owners by email and ask
them for a link swap. You will then facilitate getting our links posted on their websites.

This is easy work which can be done by anyone with some spare time, from anywhere
in the world. All you need is an Internet connection and a reasonable standard of English. We
pay around $200 per day for this work.

10.

A good worker is required to assist with a number of easy data entry projects relating to
various projects we have under way. The work involved is simple, and and can be fitted
around other work. All you need to do is organize the data we send to you according to our
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instructions, reformat, and upload to a private area of our web site.

There is plenty of work available for a good worker who is reliable, and who can be
trusted to work unsupervised. You can undertake this work from anywhere in the world.

11.

Do you enjoy shopping? If so, this company is looking for people like you. Several
mystery shoppers are required to undertake mystery shopping assignments for clients of a
marketing consultancy.

Your role is to purchase items using funds that will be provided, and report on your
shopping experience. You get to keep all the items purchased for free, plus you get a generous
payment per assignment.

12.

A busy entrepreneurial company is looking for several people to assist in writing blog
posts and articles for various online projects. We need writers who are able to deliver good
quality work on time and on budget.

You should be a competent writer with the ability to research any topic, and write good
quality content on that topic as a result. We have lots of work available, and are looking for
good writers from anywhere in the world to assist us in achieving our marketing goals.

13.

We are looking for good writers who can produce ebooks on a variety of topics. We
pay around $2000 per ebook, with each book being around 10,000 words in length. We are
looking for writers that we can trust to produce good quality work on topics which we
allocate.

You must be a competent with good spelling and grammar. We are looking for people
who can undertake work on an ongoing basis. This is interesting and rewarding work with a
great deal of potential.

Exercise 2. What other freelance jobs do you know about? Learn about 3-4 other
freelance jobs, be ready to describe each of them briefly. Which of the freelance job
opportunities above appeal to you? Why? Which sound reliable/ not plausible enough?
Give your reasons. Do you know anyone who’s had freelance work? What kind of work
was it? Were they happy with it? Why?
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21. WORK FOR STUDENTS

Your Guide to the Best Student Jobs

Popular Student Jobs
Bank teller Barista Bartender Fitting Room Attendant Hostess Retail
Cashier
Stock clerk Waitress /Waiter / Server  Warehouse worker/ assistant

The best college student jobs give you more than a paycheck. Many of our employers
offer employee discounts, flexible work schedules, health insurance and, most importantly,
references and experience that can help you get a job after graduation.

Ready to find a student job you'll actually love? We have hourly jobs in almost every
field: education, healthcare, hospitality, retail, customer service, the restaurant industry and
more.

Restaurant Jobs for Students

Restaurants offer some of the best student jobs. Flexible hours, tips, great camaraderie,
food discounts, and did I mention tips? Hostess jobs are great for extroverts; laid-back
students may enjoy delivery driver jobs or cook jobs.

Popular restaurant jobs for students: cashier, cook, delivery driver, hostess

Student Jobs in Retail

Many stores have jobs for students as cashiers and sales associates. The perks: a sweet
store discount and a fun work environment. If you’d rather not stand behind the register,
consider a behind-the-scenes job as a merchandiser or warehouse associate.

Popular student jobs in retail: stock clerk, merchandising, retail sales

Student Jobs in Customer Service

There are tons of student jobs that involve some kind of customer service, from
housekeeping to amusement park admissions. If you’re friendly and can summon your inner
Zen calm when dealing with demanding customers, take a look at these customer service jobs
for students.

Popular customer service jobs for students: cashier, customer service reps/
telemarketer.

Why have a Student Job?

. 70-80% of students work while enrolled in school.

. Two-thirds of 4-year undergraduate students graduated with a Bachelor's degree
and some debt.

. The average student loan debt among graduating college seniors was $23,186.

. 86.3% of 4-year undergraduate students who applied for federal student aid,

borrowed to pay for their education

Exercise. 1) Enumerate the reasons for students in English-speaking countries to have a
job. Make sure to include the statistics. Are these reasons true for Ukraine? 2) What are
the most popular student jobs? In what sphere of human activity? Why are these jobs
popular with students? 3) Do students in Ukraine work? Where? Write two paragraphs
to describe the situation in our country. Would our students become different if most of
them worked? Give your reasons. 4) Have you ever worked? Where would you work
during your studies at the university? Enumerate several jobs, give your reasons.
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22. VOLUNTEERING

Volunteering is generally considered an altruistic activity, intended to promote good or
improve human quality of life. It is considered as serving the society through own interest,
personal skills or learning, which in return produces a feeling of self-worth and respect,
instead of money. Volunteering is also famous for skill development, to socialize and to have
fun. It is also intended to make contacts for possible employment or for a variety of other
reasons.

Volunteering takes many forms, and can be performed by anyone with own set of skills.
Many volunteers are specifically trained in the areas they work in, such as medicine,
education, or emergency rescue. Other volunteers serve on an as-needed basis, such as in
response to a natural disaster or for a beach-cleanup.

What Can a Volunteer Do?

Volunteering ideas are endless. Here are some to help you get started:

Medicine/Healthcare. Animals. Reading. Art. Sports. Helping People with Disabilities.
Helping the Environment. Law_Enforcement. Helping People in Need. Spreading the
Word. Cleaning Up Your Town. Working with Children. Your Own Special Brand of

Help.
If the field intrigues you, consider:
e volunteering at a local blood bank, clinic for the poor, nursing home,
emergency squad, or cancer or AIDS facility,

 collecting toys or books for or entertaining kids in the hospital, or

« participating in walkathons or other fundraising activities to fight major diseases or to
provide care for those who can't afford it.

It are your passion, you can:

« work at your local zoo, animal shelter, or humane society cleaning cages, feeding and
exercising the "residents," assisting with adoptions, working in the office, or planning
fundraising events,

« raise a guide dog for a blind person, or

« work at a nature refuge or nature habitat to work on awareness campaigns or
fundraising activities.

If you enjoy , you've got a skill that's easy to share. You can:

« read stories to children at a community shelter (for the homeless or abused),

« setup a story hour at your local library, children's hospital, or Head Start program,

« read to an elderly neighbor or blind person, or

« volunteer at a local organization that needs readers for a "talking books" program.

If your heart is in , you can share your talents by:

o doing projects at senior centers, shelters, daycare centers, local parks, or
recreation programes,

« creating stage props and costumes for a local theater,

« offering assistance at a local gallery or center, or

e presenting skits, musical revues, magic shows, concerts, or other entertainment at
senior homes, hospitals, or community facilities.

Share your talents by coaching Little League, swimming, softball, basketball,
soccer, tennis, gymnastic, or other sports in low-income areas. Many volunteer organizations
such as the YMCA, the Red Cross, and local civic organizations advertise for such help.
If you want to be a special friend to people with mental or physical , consider:
« helping with local, regional, or state Special Olympics competitions, or
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« planning field trips to museums and amusement parks, recreation and sports activities,
or arts and crafts programs for local groups and residential facilities for people

is an important issue. You can help by starting different types of recycling

programs in your neighborhood or school. Past honorees have set up programs for recycling

tires, motor oil, telephone books, greeting cards, Christmas trees, and computer ink cartridges.

If you have an interest in as a career, or are concerned about in your
community, consider:

« working with your local police department to set up a neighborhood or school watch

program,
« talking with your principal or school counselor about establishing a student patrol that
keeps an eye out for and reports theft, graffiti, and other in your school,

« educating other young people about avoiding drugs, dealing with strangers, or staying
safe on the Internet, and
« taking part in "teen court" justice systems that operate in many cities.
projects and church-affiliated organizations such as Habitat for Humanity need
volunteers to:
 construct housing for the poor, or
« prepare or distribute food at soup kitchens.
e planting and tending a garden, and then donating the fruits and vegetables to a local
food bank, or selling them to earn money for your favorite charity, and
e school or community campaigns to collect food, clothing, books, toys, school supplies,
eyeglasses, toiletries, backpacks, and holiday gifts for the disadvantaged.
Perhaps you'd like to about an issue that's important to you. For example, you
could:
« warn fellow students about drug or alcohol abuse, AIDS, or negative peer pressure,
« promote important ideals such as racial tolerance, a clean environment, or traffic safety,
or
« put together an educational presentation and take it to schools in your area, or launch a
general awareness campaign in your community.
Here are some ideas to sink your hands into:
« planting trees and flowers in public parks, along walkways, or in downtown areas,
« beautifying your school grounds,
« cleaning up litter on a regular basis from neighborhood streets, local streams, highway
shoulders, and other public places, or
« offering to help paint over graffiti on school or city property.
If you like helping or are considering a career, look into:
« working as a tutor or mentor through your school or a community center,
« being a counselor at a day camp,
« helping out at children's hospitals, daycare centers, shelters,
e organizing a "camp" to get local children involved in sports, music, science, theatre,
gardening, or other activity.

Voluntary Work Advantages & Disadvantages

Volunteer workers can be found all over the world, performing a multitude of different
skills and tasks. Not all volunteer efforts involve working with the disadvantaged or needy,
for it is quite possible to be a volunteer at an art museum or an outdoor environmental site.
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There are many things you might consider before committing to volunteer work.

Fill A Personal Need
By nature, people are a social creature. Sometimes the best way to fulfill this human need for
social interaction is to participate in a volunteer situation, which places you in a group setting.

Personal Satisfaction
Volunteer work can be a simple way of doing something constructive, just for the personal
reward of seeing the task brought to completion. Also, volunteer work does not have to be
undertaken in a large group setting; working one-on-one with another individual may be just
as effective and rewarding.

Lead To a Paying Job
Volunteer work does not have to be altruistic. Many organizations hire part-time or full-time
employees from the ranks of volunteers. Just be honest with yourself and your host about why
you are a volunteer.

Time Consuming
Volunteer work could take up a larger block of your time than you originally planned for.
Make sure you have your volunteer commitments clearly defined before you begin and don't
be afraid to say "no" to an additional request.

Misdirection of Time
Volunteer work may not be right for everybody. Perhaps there is someone or someplace in
your family or neighborhood, where your efforts or skills are needed more.

http://www.ehow.com/facts 5545068 voluntary-work-advantages-disadvantages.html

Exercise. A) Fill in the blanks in the text above. Match each chapter with an appropriate
aspect at the beginning of the text.

B) Choose 2-3 spheres of volunteering which appeal to you best. Dwell on them. Say
what you personally could do to use your talents and abilities for our planet/ society.

C) What advantages and disadvantages of volunteer work are true about you? Have you
or anyone you know ever been a volunteer in your town/city/village? What are
your/their impressions?

D) Compare the development of volunteering activities in Ukraine and in English-
speaking countries. What do you know about the situation around volunteering in other
parts of the world (e.g., China, Japan, Brazil, Africa)?

E) Write your suggestions about how to improve the volunteering activities in Ukraine.

F) What professions are the volunteer activities described in the text above, connected
with?
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23. POPULAR QUOTATIONS ABOUT JOBS AND PROFESSIONS

Read the quotalions below, be prepared to answer the following questions:

1) What jobs/ professions are the most frequent on the list? Why is it so, what
do you think?

2) What statements do you agree with? Disagree with? Why? Choose two to
comment on.

3) Are there any quotations below that you could paraphrase, change or
specify? What would your version sound like?

4) Are there any quotations which can be true about you?

5) *What do you know about the authors of some quotations? Could you trust
them as somebody authoritative?

"1 Archeologists and historians ... they are like jewelers, examining every tiny aspect of each
valuable thing, with exactness and care —Judith Martin

"] Business is a vocation. Philosophy is, or should be, an avocation —Elbert Hubbard

] A financier is a pawnbroker with imagination —Arthur W. Pinero

"] (I guess) getting into nunhood is about as hard as pro football —Michael Malone

"] (In ordinary business, man can settle to routine. The journalist can’t.) He’s [the journalist]
like a robin, looking in all directions at once —Frank Swinnerton

"] He who philosophizes is like a mirror that reflects objects that it cannot see, like a cave
that returns the echo of voices that it does not hear —Kabhlil Gibran

] Journalism, like history, is certainly not an exact science —John Gunther

"] The Notary Public, like the domestic dog, is found everywhere —John Cadman Roper

"] The philosopher is like a mountaineer who has with difficulty climbed a mountain for the
sake of the surprise, and arriving at the top finds only fog; whereupon he wanders down again
—W. Somerset Maugham

] Philosophy is like the ocean: there are pearls in its depths, but many divers find nothing for
all their exertion and perish in the attempt —Ha Yevani Zerahia

"1 Police business ... it’s a good deal like politics. It asks for the highest type of men, and
there’s nothing in it to attract the highest type of men —Raymond Chandler

"] Professors are just like actors. Actors got press agents that write things about them and
they get so they believe it —Anon

"] Professors get to looking at their diplomas and get to believing what it says there —Will
Rogers, radio broadcast, January 27, 1935

"] Psychoanalysis, like imagination, cannot be learned by rote —Theodor Reik

"1 Psychology is like physics before Galileo’s time, not a single elementary law yet caught a
glimpse of —William James, letter to James Sully, 1890

"] Running a liberal paper is like feeding melted butter on the end of an awl to a wild cat —
Oscar Ameringer, Progressive, January 17, 1942
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24. HUMOUR

How all careers end

How careers end...

Lawyers are disbarred.
Ministers are defrocked.
Electricians are delighted.

Far Eastern diplomats are disoriented.
Drunks are distilled.

Alpine climbers are dismounted.
Piano tuners are unstrung.
Orchestra leaders are disbanded.
Artists' models are deposed.
Cooks are deranged.
Dressmakers are unbiased.
Office clerks are defiled.
Mediums are dispirited.
Programmers are decoded.
Accountants are discredited.
Holy people are disgraced.
Pastry chefs are deserted.
Perfume makers are dissented.
Butterfly collectors are debugged.
Students are degraded.
Electricians are refused.
Bodybuilders are rebuffed.
Painters are discolored.

Judges are disappointed.

Vegas dealers are discarded.
Mathematicians are discounted.
Tree surgeons disembark.

The job security quiz

The job security quiz will help judge how long you'll end up at your current job and what will
become of you.

1.The boss appears at your cubicle and finds you playing DOOM at your desk, you...

A. Swear to take the game off your hard drive forever, but first make a copy for his kid.
B. Inform him that you're planting a virus in the program so that everyone who plays it on
company time will get reported to Human Resources.

C. Tell him that whatever he wants will have to wait until you've finished the level.

2. There's a cush job opening in the mail department, stuffing envelopes with free samples. It
pays twice as much as your current position. What do you do?

A. Meekly suggest to your boss that transferring you might improve the morale of everyone
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who's been working with you.

B. Politely ask your boss for a transfer and offer to split the salary increase 50/50 with him.
C. Barge into your bosses office and demand reassignment so that you, "Won't have to work
under someone who should have retired before he became a laughingstock."

3. When your boss throws a party and invites everyone in the office except you, what do you
do?

A. Stay home and watch 'T Love Lucy' reruns.

B. Show up at the party anyway, with a really expensive bottle of wine and a briefcase full of
small, unmarked bills.

C. Go over to your bosses house after everyone has left and throw rocks at the windows,
shouting obscenities.

4. Your boss criticizes your work unjustly; what do you do?

A. Listen politely, and then apologize.

B. Blame someone else.

C. Climb on top of your desk, and hold up a piece of paper on which you've written the word
"union."

5. When the CEO parks his car in your spot, you...

A. Wash and wax it, then leave your business card under the windshield wiper.
B. Key it ... then tell the CEO's secretary you saw your boss near it, loitering suspiciously.
C. Key it ... then proudly tell the CEO's secretary that you did it.

6. Your boss asks you to play Kooky the Clown for his kid's fifth birthday party, what do you
do?

A. Offer to pay for the costume rental and cake, too.
B. Agree to do it, then blackmail a co-worker into doing it while pretending to be you.
C. Agree to do it, then show up as yourself and tell the children that Kooky is dead.

7. The boss accuses you of not keeping the office clean; you...

A. Clean the office while he supervises.
B. Tell him that you delegated the job, then fire the underling you supposedly gave the job to.
C. Clean the office again, but this time, you use your boss' face.

Scoring this test

Mostly A's: You have nothing to worry about. They'll never fire you because you're a
doormat.

Mostly B's: You're not just going to keep your job, with your complete disregard for other
peoples feelings, you'll positively shoot up the ladder of success. Congratulations! You're a
real jerk.

Mostly C's: You are a career kamikaze. The boss would have fired you long ago, but he's
terrified of what you might do.
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25. TEXTS FOR TRANSLATION

JocaigkeHHs1: yKpaiHii BUSBIUIMCS KPeaTUBHIIIUMMU 32 POCiSIH y po0oTi

binbuie 60% ykpaiHiliB BBaXKarOTh CBOIO POOOTY KPEAaTMBHOIO, B TOM 4ac K TUIBKH
MEHIIIE TOJOBUHHU POCISH 3MOTJIM BIAMOBICTH HA MUTaHHSA MPO KPEAaTHUBHICTh CBOEI poOOTU
CTBEPAHO, CBIIYATh PE3yJIbTaTH JOCIIIKEHH MI>KHapOIHOTO KaipoBoro noptaiy hh.ua.

Tak, MOsICHWIM KaApOBHKM, Ha 3anuTaHHsA: «Yu BBaxkaere Bu cBoio poboty
KpeaTuBHOI0?» cTBepAHO BiamoBium 61% onutanux. [IpumitHo, mo B Pocii, Hampukiaz, 3a
MAHUMU aHAJIOTTYHOTO JOCIIUKEHHS LIEW ITOKa3HUK CTaHOBUTE 47 %.

Sk 3a3Hauae hh.ua, HaMOLIBII KpeaTWBHA poboTa y »kuTeNiB XapkiBCbKoi (71%),
PiBuencwkiit (67%), Onecwvkoi (62%), KuiBcbkoi obOnacterr (61%), a TakoxX y >KHUTENIB
cronutti (62%) 1 AP Kpum (68 %).

Ha nymky pecnoHAEeHTIB, OCHOBHI KpUTepli KpeaTHBHOI pOOOTH - 1€ KpeaThBHA
npodecis (HEOOXITHICT, TMOCTIHHO TeHEpyBaTH HOBI 171ei) 1 TOCTIiiHA HEOOXiIHICTh
BUKOPHCTOBYBATH HECTAHIAPTHI IHCTPYMEHTH, TBOPYO MiIXOIUTH 0 BUPIIIICHHS 3aB/IaHb.

@axiBIl TakoX 3'SICyBalM, WO JpKepena JUIsi OTPUMAaHHSA KpPEaTUBHUX 1ae
PECTIOHJICHTH BHUKOPHUCTOBYIOTH MO3KOBHH IITypM 1 JIOTi4HI PO3AYyMH, aje JOCUTh YacTo
"KpEaTUBHUKHU HE MIPOTH MPOCTO MOYECKATH OCSSIHHS".

VY To#t ke yac, Ha AYMKY PECIOHJIEHTIB, JUIsl TOrO, 1100 OyTH YCHIIIHUM TBOPYHUM
MpaIiBHUKOM, HEOOXIJIHO BOJOMITA THYYKICTIO MHUCIEeHHS (56,24%), BUHAXIIIHBICTIO
(44,19%), tamantom (34,76%) 1 BUCOKMM piBHeM BHYTpimHbOi MoTuBamii (32, 14%) i
HEIMOTaHOo MPH LIbOMY MaTH BUCOKHUH piBeHb KOMIETEHIII1 1 ocBiTH (23,49%).

Hes3Baxxaroum Ha Te, M0 OUTBIIICTh OMUTAHUX BBAXAIOTh CBOIO POOOTY KPEATHUBHOIO,
TIJIbKM HEBEJIMKa 4YacTHUHa pecnoHAeHTIB (14%) mMae MOXKIMBICTh MOBHICTIO PO3KPUTH CBIil
TBOPUYUN MOTEHI[IA, B OCHOBHOMY  KpEeaTHBH1 3[[1I0HOCT1 3aJIMIIAIOTHCS PO3KPUTUMH HE JI0
KiHI (64%), a00 He peanizoBaHUMU 30BCIM (20%).

Takox AOCTIIKEHHsS TOKa3alo, IO OUIBIIICTh OMWTAHUX N0 KPEATUBHUX 3aB/IaHb
KEPIBHUIITBA CTaBIATHCS 3 pamicTio (47%) abo HenTpanbHO (30%), ane iHoAl (B 6% BUMAAKIB)
HOBI KpEaTUBHI 3aBAaHHS MOKYTh HAJISIKATH JI0 JKaxy.

Y cBow depry HaWOUIBII MOMYyJSPHUMHU BHUJIAMU 3Aa0XOYCHHS BiJl KEPIBHHUIITBA 3a
"kpeatuB" € cioBecHI noxBanu (43%), iHoal npemii (12%), piako TiABUINIEHHS 3apOOITHOI
wiatu (7%) 1 11e pijalie miaBUILEeHHS 1o ciayk01 (4%). KpeatuBHa poOoTa OLIbII HIXK YBEPTI
pecnioHieHTiB (27%) Tak 1 3aMMIIAETHCS 0€3 TO3UTHUBHOI OIIHKH.

He0e3neuni npodecii, AKi JJaMaOTh MCUXIKY
Opucr

FOpuctiB BUIHO 371a€eKy. AKypaTHa 3a4icka, CTPOTUN JUIOBUM KOCTIOM 1 Keilc - o0pa3, a-ns
Kiany PiB3 3 "AnBokara nusBoia". Ha nogady 10 Takoro o(imiitHOTo 30BHINTHEOMY BUTTISY,
OupmIicTe BapTOoBUX DeMiau BiApi3HSAE MIAKPECICHO cTpuMaHa moBemiHka. Lli monu myxe
YITKO 1 IMOCIOBHO BIJIMOBIIAIOTh HAa MUTAHHS 1 JIFOOJIATH CUMTATH TPOQPECIHHUMHU TEPMIHAMM.
"dopMaii3M IOPUCTIB HE TaK yKe W HEelKiIMBuH, - nosicHioe Hanis Ky3pmina, ncuxosor-
KOHCYJNbTaHT LeHTpy' Hapiratop ". - [HGOpMOBaHICTh MpPaBO3HABIIIB MOXE MEPEBUIIUTU
paMKH JOMyCTUMOTO, 1 3 4aCOM BOHH MPOCTO NEPETBOPIOIOTHCS HA 3aHy[". SIK MpaBUiIo, B IO
npodecito UayTh toau B'iuHB1 Ta AONUTAUBL. OCKUIBKH 11 SIKOCTI KYJIbTUBYIOTHCS 3 POKY B
pik, ana 0OaraTbOX IOPUCTIB 3aiiBa HENOBIPIMBICT, CTa€ PHUCOIO XapakTepy. HaBith B
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OCOOMCTUX CTOCYHKAaX BOHM CXWJIbHI IIYKATH MIACTYI. SIKII0 BU BUPIMIMIU MNPOTUCTOATU
npodeciifHiil nedopmairii, He BapTO AaBaTH cOoO1 YCTAHOBKY THUITY s HIKOJIM HE CTaHY TaKUM
YepCTBUM 3aHy/010, K [BaH IBaHoBHMY". Y 1bOMy pa3i BH 3aHAATO KOHIIGHTPYETECsS Ha
00poThO1 3 camMuM CO0010, 10 MPHU3BEAE /0 3alBOr0 CaMOKOHTpPOJtO. "Po3BuBaiite B co01
HNOYYTTSI TyMOpPY. 3/aTHICTh MOCMISTUCS HaJl COOOIO JI03BOJISIE€ 3AIUIIUTUCS B 3J0POBOMY
TUIy3]1i 1 HEe IEPETBOPUTHUCS HA HYJTHOTO cyXapsi», - paauTh Hamis Ky3pmina.

byxraarep

Jlesiki eKCIepTH JKapTYyIOTh: OyXranurtep - 1e aiarao3. "MeHi 34a€TbCsl, 71 TOTO, 00 3MIHUTH
CHeHialbHICTh, OyXTanTepy MOBEACTHCS BUTPATUTH KyAH OLIbIIE 3yCHIb, HIK MPalliBHUKOBI
OyIb-sKOi 1HIIOI mpodecii», - YCMIXa€eTbCsl TeHepalbHUM aupekTop kommnaHii ProTraining
Henuc YwuctsakoB. bararo monell HACTUIBKU BXKUBAIOTHCSA B JIIJIOBIH 00pas, 0 MEPEHOCATH
A1000B 70 MPOTOKOIY Ha MpHUBaTHE XUTTA. "bByxranarepu Bce poOJATh NpPaBUIBHO, -
po3noBinae Jlenuc YuctakoB. - Bece ekcTpemanbHe iX Jsikae 1 HACTOpoxKye. BoHu BUaThes y
IIKOJII Ha M'STIPKH, 3aKIHYYIOTh 1HCTUTYT 3 YEPBOHUM AUILUIOMOM. BoHM O BOJNiIM Biapasy
BJIAIITYBAaTUCS Ha POOOTY, Ne 3anumarkes a0 meHcii'. [lemanTusm OyxranTepu HEPiIKO
nepeHocatb 1 B ciM'to. YosoBiKOBI a00 JpYyKHHI MOKHAa HE XBWJIIOBATHUCS: IJIAHYBaHHS
ciMeltHOro OOJKETy OMMHUTHCA B HAAIMHUX pyKax, a KBapTupa Oyjae yTpUMyBaTHCS B
yUCTOTI 1 mopsiaKy. boitecs meperBoputrcs Ha 3aHyay? BimipBiThbes BiA mamepiB i CTaHbTE
OmKue 710 JOJeH, 1HaKIlIe PU3UKYETEe BUSBUBCS OpyruM Akakiem bamvaukiHuM, 4uii CBiT
ckiazancs 3 OykB 1 koM. HaBkoso BimOyBaeTbest Oararo mikaBoro. Po3Baxaiitecs, cpoOyiite
HE3BUYAMHI BUAM CHIOPTY. TyT Ha JOMOMOTY MOXYTh IMPUUTH poaMYl Ta Jpy3i (popmaiicra,
SIK1 Ha JIJT1 JOBEAYTh, 1110 B HEBU3HAUYECHOCTI Ta PUSUKOBAHOCTI € CBOT TUTFOCH.

BilicbkoBuit

i mronu 3 IOHUX POKIB 3BUKAIOTH A0 arMoc(epu HaCyBOPIIOi AUCHUILTIHU. SIK mpaBuio,
BIMCHKOBI "MYyIITPYIOTH" JOMAIIIHIX, @ HE3rOJHUX MPUTHIYYIOTh CHJIOI0 BUIIPABKU.
BiiicbkoBuii y BiACTaBIN - KJIACHYHUN 00pa3 JHOMAaNIHROTO THpaHa 1 auktaropa. Ha gymky
NICUXOJIOT1B, BIMCHKOBI HaOyBalOTh TOro TUMY IpodeciiiHoi aedopmarlii 0COOUCTOCTI, SIKUN
HEMOXJIMBO moaoiatu. Odiuep - He mpodecis, a cnocid kuTtsa. TyT He BpsATye HaBITh
MOYyTTS TYMOpY, siKe, Tpeba ckazaTH, y BIMChKOBHX ab0 BIiJCyTHE, a00 HOCHTH 3aHAATO
crienupiyHUN XapakTtep. Y TOH e dYac BIMNCHKOBI UyJOBO aJalTYIOThCS JO KUTTA Ha
“muBLii”. "Bennye3Huii IUIIOC BIMCHKOBUX Yy TOMY, IO 3 HUX BHUXOJSTH BIPHI YOJIOBIKH 1
3axucHUKU. KHHYTH ciM'T0 He J103BOJIsIE KOJIEKC YecTi. Jlo Toro x mirHa ciM's € nis odimepa
yacTUHOIO IMIIKY", - BBaxkae Hamis KyspMmina. Tak 1m0 Hemae CEHCy 3allUKIIIOBATUCS Ha
HEJOJIKaX - Kpalle KyJbTUBYBAaTU B COO1 MO3UTHUBHI SIKOCT1, BIACTUBI IPEICTABHUKAM BaIloi
npodecii.

Jlikap

Po6ora nikaps nepenbauae Benuue3Hy BIAMOBIIATBHICTD, a CIy)0a B eKCTpEMATbHIUX YMOBaX
HAKJIAJa€ CBIM BIMOMTOK. YCIM BIJOMHM IUHI3M MEIUKIB CTa€ CBOEPITHUM ICUXOJIOTTUHUM
3aXMCTOM BIJ CTpaxy 1 HIOJICHHUX CTPaKJaHb MaiieHTiB. YopHuil rymop, SIKUil Jlikap MOxe
JTI03BOJIUTH CO01 B CyCHUIBCTBI KOJIET, aBBTOMAaTUYHO MEPEHOCUTHCS Ha JAPY3iB 1 OJU3BKUX, a 11€
MOXK€ Bpa3UTU MOYYTTS OTOUYYIOUMX. [HOAI MEIUKM HACTUIBKM CWIBHO 3BUKAIOTh
MPUXOBYBATH €MOIIi1, 1110 BOJIIOTH HE PO3MOBIIATH PO POOOTY 1 CBOI MepeKuBaHHs. TpariuHi
noJii, o BiI0YBaIOTHCS B 3BUYANHOMY JKMUTTI, JIIKapl CIPUUMAIOTH MO-CHAPTAHCHKOMY 1 3

89



MIEBHOIO YaCTKOI0 Oaimy»xocTi. OHaK Te, 10 3/1a€ThCs OaTyKICTIO, HACIIPaB/Il BIACHOPYYHO
3BeJICHa TMcuxosoriyHa cTiHa. [lcuxosoru pajsTe JOUIMTHCS CBOIMHU  BHYTPILIHIMU
npoOiemMamMu 3 OIM3BbKUMHU JIFOJBMHU 1 HE 3a0yBaTH MPO CIIBIEPEKUBAHHS, IKOTO TaK YEKAIOTh
piaHi. 3anuiiTe HENPUEMHOCTI Ha poOOTi, a 3a MeXaMu MEIYCTaHOBU pPOOITh yce, 1100
YHUKHYTH JOJATKOBOTO CTpeCy: TyJgiTe MIIIKU, YUTAlTe KHUTH 1 AUBITBCA (PUIbMH, HE
NOB'sI3aH1 3 HACHJICTBOM.

AKypuaJjicr

Ak y poboTi, Tak 1 B JKHUTTI XypHAIICTH OyBarOTh NOCUThH MoBepxHeBi. Lle ¥ 3posymino:
npodecis He mependavyae IETaJbHOTO BUBYEHHS Martepialy, TOMY IHTEpPECH KypHaJicTa
HampasiieHi Biup, a He BriuuO. llle onuMH HemomiK >KypHAIICTIB - 3aiiBa MIKaBICTh. "Y
MOBCSKJICHHOMY JKUTTI BOHH HamararoThCs MPUBEPHYTU N0 cede yBary, - posnosinae Hamis
Ky3bmina. - Take nmparHeHHs] BUKJIMKaHE THM, 10 Y TIpodeciifHii TisIbHOCTI JI0IU 3MYIIIEHI
3QJIMIIIATUCS B TiHI, 100 30eperTu 00'€eKTUBHICTH 1 HE BIIBOJIIKATH yBary BiJl HblocMerkepa. S
0 mopaauia XypHajicTam, IO CTPaKIaloTh 0araTOCTIBHICTIO, SIKOCh 3alMCAaTH CBOi JiajioTh
Ha TUTIBKY 1 YBa)XXKHO mpociyxaTd. Bam Oyjae mpocTilie OIiHUTH CBO1 OpaTOPChKi HABHUYKH 1
3pO3yMITH, YU HE 3aHAJTO AKTUBHO BU TATHETE KOBApPY Ha cebe ". | Bce K mepemMortu Takui
HEJOJIK, K OaJaKydiCTh, My’K€ HEMPOCTO. 3aT€ KUTH 3 HHUM I[JIKOM MOXKHA. AJie TUIbKU
SKIIO TPaBUJILHO BHOMpATH KOJO CIIIKyBaHHA. BuOupaiite mroaei, siki JHOOISITH CIyXaTH
Oulbllle, HIXK TOBOPUTH, 1 PO3MOBIIANTE HA 3J0POB'S JKYpPHAIICTChKI OallKM B KOMMaHIl
BJISTYHUX IHTPOBEPTIB.

IIcuxogor

"V 1BOX 13 TpbOX BUNAJAKIB JIOAM HAyTh BYMTHCS Ha ICHUXO0JIOTa, MO0 crnpoOyBatu
posibpatucs B cobi, - BBaxkae Jenuc UUCTAKOB. - IX m0Ch TypOye, i BOHM X04yTh HABYUTHCS
cnpasisTucs 3 npobiaemamu”. [lpu mbomy, K 11e HE AUBHO, JO KiHIIS )KHUTTS IICUXOJIOTH TaK i
HE MOXYTh MOKIHYMTH 31 CBOIMU "TapraHamu'. B ogHuMX BuIMankax BOHM HE MOMIYArOTh
KOHTEKCTY 1 TOYMHAIOTh aHai3yBaTh 1 KomaTtucs B mpobOieMax IHIMUX Jrojei. Bonu
BJIAIITOBYIOTH CIIBPO3MOBHUKY JOIUTHU 3 MPHUCTPACTIO 1, 110 HAMKaXJIMBIIIE, HAMAraroThCs
HaB's3aTU oMy mopaau. "Y Oi3Hecl 1€ He 3aBXJIU MOTpIOHO, - BBaxkae Jlennc UYuCTAKOB. -
HaBeny mpuxman. MenemkepaM 3 MpoAaXky 4YacTO BIAIITOBYIOTH CIHEIIalibHI TPEHIHTH 3
HJIII, ne ix BUath, sSIK BIUTMBATH Ha JIFOACH. AJle B MJICYMKY BCl IIEPErOBOPU 3PHUBAIOTHCS, 0O
3aMiCTh TOTO, OO CIIyXaTu CHiBPO3MOBHHUKA, JTIOJM BHBYAIOThH, SIK XTO Ha KOTO TMOJUBUBCA,
XTO AK CiB 1 XTO sAKuUM pyx 3pobuB ". [pyruii BapianT npedopmariii MoB's3aHU 13
MaWCTEpHICTIO MaHIMyJsiTopa. Taki JIOAM BMIIOTh CHUJIKYBAaTUCA 3 JIIOJBMH 1 4YyJOBO
pO3yMiIOTh iX cia0KocTl. BUKOpHCTOBYIOUM OTOUYIOYHX, TCHXOJIOT JETKO J100'€Thes
Oa)kaHOTO, TPUYOMY peIITa TaK 1 HE 3pO3yMilOTh, SK HOMY BHajocs 1€ 3pOOUTH.
[TocTapaiiTecs dYITKO pO3IIIUTH mpodeciiHe Ta NPUBATHE JKUTTA. BU TOBUHHI BMITH
3BUIBHATHCS 1 aOcTparyBaTucs BiJ nmpodecii. He cpuiimaiite oTOuyoUuX Jto/iel K MaTepial
JUTst ocipKkeHHs. ['oBopiTh cobi "cTom", SIK TIILKY MOMIYa€eTe 3a COO0I0 HE3TOPOBUH 1HTEPEC
JI0 CIIBPO3MOBHHMKA. MaHIMyJIIOBaHHS - 1 30BCIM pid HEMPUHHATHA B OCOOMCTUX CTOCYHKaX,
3aJMIITEe L0 ITpaIiKy TUIBKH JUIs JUIOBUX cuTyalii. Tum Ouiblie, KOHUEHTPYIOUHUCh Ha
MOIIyKax IMIATEKCTIB 1 HaMmarar4uch NPOHUKHYTH B HECBiJoMe, BH T030aBisieTe cebe
ICTUHHOTO 3aJI0OBOJICHHS BiJl TPOCTOTO JIFOACHKOTO CIIJIKyBaHHS.

Menem:kep i3 mpogaxy
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[IponaBiiB mpodeciss BUNTh XUTPOCTI W CIPUTHOCTI. YMIHHS “‘CIIaBUTH TOBAp, SIKUWA HE
MPOJAETHCS, - 1€ I[IJIE MUCTEITBO, a HAW4YaCTIIIEe OCUTh HU3bKA SKICTh TOBApy 3MYIIYE
XUTpyBatH 1 TykaBuTH. llle onuH HEAOMIK MEHEKEPIB 13 MPoAaxy - OamakydicTs. "Ha poboTi
iM TOBOAUTHCS OaraTo PO3MOBIIATH, 1 1€ BXOAWTH Y 3BUYKY. Takok M BIAaCTUBUM 3aiiBUM
apTUCTU3M, - po3noBigae Hamis Ky3pmina. - SIKI0 BU cTainy momMivyatu 3a COOO0 HaIMIpHY
Oanmakyd4icTh 1 JAeSKy HarpaHicTh, mpuraabMmyiite. [locTapaiitecss xoda 0 y TOAMHM TO3BULISA
abcTparyBaTucs Bl JyMOK Ipo po0oTy". MeHemxkepiB 13 NpoAaxy, K MPaBUIIO, BIIPI3HAE
HaJMipHa CHOKHMBYA MPUCKIIUIMBICT. 3M1MCHIOIOYM HABITh HEBEJIUKY IOKYIKY, MEHEKep
HIIK HE MOXE 3BUIBHUTHCS BiJl JIyMKH, IO HOTO HaMaraloTbcs omykatd. "Bin
HEOOTPYHTOBAHOT TMiAO3PUIOCTI MOXHA mM030aBUTHCS. OCKUIBKM BU 3BUKIH ONEPyBaTH
BEJIMKOI0 KUIBKICTIO 1HQoOpMalii, chpoOyiTe TroTyBaTHCs JO TOKYNKW 3a3Jajierijb.
Hampuknaza, Mo)kHa OTpUMAaTH MaKCUMaJIbHY KUTBKICTh 1H(OpMAIIi Tpo ToBap abo MOCIyTry B
iHTepHeTi", - paguth Haxis Ky3bmina.

Yuurein

Buureni 1 B 3BU4aliHOMY KHUTTI 3aliMalOThCsI CBOEIO YIIIOOJICHOIO CIIPaBOIO - BOHU BYaTh. SIK
NpaBWiIO, y MEAAroriB 3aBHILEHAa CaMOOIIHKA, fKa HE 3aJleXUTh BiJ iX cTtarycy. "Buureni
BaXKO MepeOyIOBYIOThCS, - TOBOpUTh JleHnc YucTakoB. - BiablIicTh i3 HUX - HE XO4Uy
y3arajbHIOBaTU - KOJHMCh BUBYMIJIM IEBHUN CIUCOK TEM 1 TeNep BHUKIAJNAIOTH 3a3yOpeHuii
KYpC, HE BIAXWISIOYUCH BIJl HHOTO HI HA KPOK'. BOHU 3BUKIIM HaB'sI3yBaTH CBOIO TOUYKY 30Dy
OTOYYIOUMM 1 HE BMIIOTh MIJKOPSATUCS IHIIN JIIOJUHI, 3BIICM aBTOpUTapHa MOBEAIHKA 1
BJa/IHICTh. BOHU HaIoseryiuBO MparHyTh JOBECTU OTOYYIOUHMM CBOE JIIZIEPCTBO 1 OTPUMATHU
BU3HaHHs. "BuiThcsa miakopsiTucs, - paauth Jlenuc UYuctsakos. - ko Bu 3MiHWINA cepy
JUSTBHOCTI, TO MIOBUHHI 3pO3YMITH 3aKOHHU i€papXii B koMmnadii. [loctapaiitecss 3SMIHUTH CBOIO
poJib, CKaxiTh co0i:" 3apa3 s y4eHb 1 HaB4aiocs HOBIW cmpaBi ". Y poauHi Tpeba OyTH
myapimumu. OjHA chpaBa - MONPaBUTU Y4YHS Ha YpOIl, IHIIE - BHUCIOBUTU NpPETEH3Ii
npyxuHi. B nanomy pasi Bi1OyBa€eTbcs 3aMilIEHHS POJIi IOPOCIOTO POJUIIO IUTHHU, ajie Balll
YOJIOBIK a00 JIpy’KWHA HE IUTA, 1 IIe MOTpiOHO rapHO ycBimomuTH ". CrpoOyiiTe BCTaTH Ha
MICLIE CBOTO CIIIBPO3MOBHHKa a00 CBIIOMO MpuMipsiiTe Ha cede posb mijierioro. CTBOPITh
CUTYAIIIIO - Ha BIAMIOYMHKY, Ha Kypcax BUBUYEHHS YOrOChb HOBOT'O, HA Mi3HABAJIbHIN €KCKYpCIi,
Jie BU Oyniu O BEJICHHUM 1 amnpiopi 3HAXOAWIMCS B MOJOKEHHI "3HU3Y". Moxe, BUpoOyBaBIIn
BCl NPHUHAIM HAKa3iB 1 PO3MOPSAIHKEHb Ha cO00i, BU TOYHETE OOEpEKHIillle KOMaHIyBaTh
1HIUMU J110AbMU. [locTIHHUN CaMOPO3BUTOK 1 TEPIIUMICTD - TaKy HOPaAAY JAI0Th IICUXOJIOTH.

Ykpaina crae oqHUM 3 JiepiB CBITOBOr0 PUHKY (ppliIaHCy

VYkpaincbki (axiBIli, 3apeecTpoBaHi Ha HaWOUIbIIK Oipxki (pirancy elance.com, 3a
I'ATh POKIB 3apo0win MoHa 34 MITH. J0JapiB, BUMIIIOBIIHN 3a IUM TOKa3HUKOM Ha 4-¢ Miclie
B CBITI.

CeiTOBUN PUHOK (pUIAHCY 3pOCTAE 3 KOKHUM POKOM, 1 BCE OUIbIIE 3aMOBHUKIB 1
BUKOHABI[IB 3HaXOJATh OJMH OJHOTO B OHJIAWHI 3aBIsAKH Oip>kaM ¢piiaHcy. 3a OmiHKaMU
elance.com, HalOUTBIIOI B CBITI OHJAWHOBOI MIAaT(OpMH, L0 3a0e3Mevye 3aMOBICHHSIMU
1800000 ¢ppinancepis, rpoiroBuit 000poT B AaHiit cepi B 2012 pori ckiage 1muapa. gonapis.

"85% xommaHiii, sSKi xoua O pa3 mpoOyBaiu CHiBIpaIoBaTH 3 QplraHcepamu,
BIJI3HAYAIOTh, IO II€ JIAJI0 iXHbOMY O13HECY CEpHo3HYy KOHKYPEHTHY IepeBary 3a TpboMa
napameTpaMu: €KOHOMIsl KOIITIB, MOXKJIMBICTh MAaKCUMAJIbHO IIBUJIKOTO HaliMy Ta JOCTYM 0
TaJaHTiB. BB TOTO, KUTBKICTh HAWHATUX CIIBPOOITHHKIB 3" 1HTEPHET- XMapH "NIOJICHKUX
pecypciB TOCTIMHO 3pocTae. Yepe3 m'siTh pOKIB KOMIIaHii HaiiMaTuMyTh d4epe3 I[HTepHeT
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OlIbIIIe TTOJIOBUHU HEOOXITHUX 175l podoTu (paxiBLiB - 54%. CborojiHi BK€ HE BaXKJIHUBO, JI€
TH 3HAXOJMILCA Ha KapTi CBITY, Ba)JIMBIIIE, 10 1 HACKUILKA J0Ope TH BMiem pooutu”, -
CTBEpKYeE Bille-nipe3uaeHT kommanii Elance mo kpainax €Bponu Keetinb OnceH.

Y YoMy X MOJSAra€e CEKpeT MOIMYJSPHOCTI Takoro cmiBpoOiTHULTBA? Tak, KIl€EHTH
elance.com cepeJl OCHOBHHMX NMPUYUH aKTUBHOTO HaliMy (ppiiaHCEpiB HA3UBAIOTh MOKJIUBICTh
3eKOHOMUTH KomTU (89% omuTaHuX), THYYKY MOXIJIMBICTH 30UIbLIYBAaTH 1 3MEHIIYBAaTH
KUIBKICTh CHIBPOOITHUKIB 3alIeKHO BiA mnoTpedbu kommanii (73%), a TakoX JOCTyH J0
¢daxiBUIB y BCIX JUCUUIUIIHAX 3 PI3HUX KYTOUKIB CBITY 1 MOKJIMBICTh MaKCHMAaJIbHO
HIBUJIKOTO HaiiMy (56%)

VY cBorw uyepry, 69% dpinaHcepiB, sfKi OTPUMYIOTh 3aMOBJIIEHHS uepe3 elance.com,
CTBEP/KYIOTh, 1[0 BOHM IACTUBIIII, HI) KOJM IpPAlIOBajId Ha MOCTIMHINA OCHOBI B odQicl.
Cepen 1utiOCiB (ppilaHCy BOHM BKa3ylOTh MOXKIMBICTH CaMWUM BHOMpATH 3aMOBHHKIB 1
3aiiMaTuCs THUM, IO NPUHOCUTH 3aJOBOJICHHSA, JIeé 3aBrOJHO 1 KOJAM iM 3py4HO. 57%
¢dplraHcepiB MOBIIOMUIIM, 110 32 OCTaHHI 12 MiCsIIB iX AOXiJ 3pic, NpUUOMY Yy OUIBIIOCTI
(70%) 6inblie, HIXK HA OAHY IT'ATY.

Cranom Ha xoBTeHb 2012 poky, Ha elance.com Oyno 3apeectpoBano 11411
¢pinancepis 3 Vkpainu. Ix KinbkicTh MOCTiliHO 3pocTae: Hanmpuknaj, y BepecHi 2012-ro Ha
caiiTi 3apeecTpyBanocs 767 HoBUX (axiBIiB. IXHi mocayru 3aTpebyBaHi y BChOMY CBiTi: y
BepecHl 342 ykpaincbkux ¢pimancepu 3apobwnm 1,072 muH. gonapiB. Bcworo 3a yac
icHyBaHHsI elance.com ykpaiHIll BUKOHalU 3aMOBJIeHHs Ha cymy 34,3 muH. nonapis. Lle
yeTBepTHil moka3Huk y cBiTi. [lonepeny nume [uaig (150,9 mun. gonapis), CLIA (150,2 mus.
nonapis) 1 [lakucran (35,6 MiH. 107apiB).

HaiiGinbiie 3amMoBNeHb yKkpaiHchbki (ppinancepu BukoHnanu B IT-cepi Ta auzaiini: Ha
32 MUIH. 1071apiB 1 2 MIIH. AoJapiB BiAnoBiaHO. KpiMm Toro, poOoTy 3HAMIILIM KOoMmipauTepu Ta
nepekiamadi (3apoownu 133,4 tuc. nonapis), hiHaHcucTH Ta ynpasiinii (62,1 Tuc. Konapis),
cucteMH1 aamiHictparopu (51,9 tuc. gonapis), paxisii B cepi po3poOKU Ta MPOMHUCIOBOTO
BUpoOHULITBA (45, 5 THC. A0NapiB), a TAKOXK Yy Tally3i mpojaaxy ta mapkertunry (34,6 tuc.
J0JIapiB).

http://ubr.ua/labor-market/ukrainian-labor-market/ukraina-stanovitsia-odnim-iz-
liderov-mirovogo-rynka-frilansa-172398

Sk He CI3HIOBATHCS HA PO0OOTY

Hocmiiini 3aniznenns - 01 6azamvox ys npobiema 0a8HO cmana Kpumuunorwo. Addice

He32pabHi 8UOAUeHHsl, 6UNPABOAHHS, OpexHs i cmpax - 0aleKo He HAUKpawul noyamox 0

YCNiwH020 pobouo2o OHsl.

YcBinomre npodiemy

3i3HaiiTecs co0i, 110 BaIlli 3aMi3HEHHS BXKE TepecTalid OyTH BUMAAKOBUMU. 3rajaiiTe, CKiIbKU

pa3iB 3a OCTaHHI K1JIbKA MICSIIB BOHU CTAaBUJIM Bac y HeNpUeMHe ctaHoBuIle? | ska yacTuHa 3

HUX OyJyia 3yMOBJIeHa 00'€KTUBHMMU NpuurHaMu? BiAmoBial Ha 111 1Ba TUTAHHS JOTIOMOXYTh

BaM 3pO3YyMITH, YM € Ballla HEMyHKTYyaJIbHICTh CHCTEMaTH4HOI0. | uM € mpuBig g ii

HEraiHOro BUKOPIHEHHS.

Busnaure npuunnHy

VY G1IBIIOCTI 3aMi3HEHB € IUIKOM 3'SCOBHI MOTHMBU. BuacHO po3mi3HaTH iX - 11e BJKe MiBCIIPaBH

Ha NUBIXY 10 MyHKTYaJIbHOTO KUTTSI.

* HeBMiHHS po3noauiaTu yac. MOXIMBO, BU MPOCTO HE MOXKETE TOYHO BHU3HAYMTH, CKUIbKU

yacy HEOOXITHO BHTpaTUTH Ha 300pu. llg OaHasbHA TpPUYMHA TEPIOJUYHO 3MYIIYE

CII3HIOBATHCS HA POOOTY OULIBIIICTD 13 HAC.

* HebaxxanHs WTu 10 Mmicusg mpu3HadyeHHsS. Moske OyTH, BH CHI3HIOETECS Ha PoOOTy came

yepe3 MiJICB1IoMe HeOaKaHHs TaM 3HaXOAUTHCS. SIKIO Ballll 3ami3HEHHS CTOCYIOTHCS TITBKH
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poOOTH 1 HE MOIIMPIOIOTHCS, HATPUKIIAL, HA 3yCTpIdl 3 APY3sIMH, 1€ BIPHUM CUTHAJ TOTO, IO
rmopa MiHsATH poOOTY.

* 3Buuka. SIKIIO BW paHilie MpamioBaid B KOMIMaHil, B AKii CHI3HIOBAIKCS BCi, 1€ I[IJIKOM
MOTJIO BUPOOUTH Yy BaC 3BUUKY CITI3HIOBATHUCS.

* Henocunanus. baykanHs o0BIII€ TOCTIATH - OCh Ballla TOJI0BHA MIPUYWHA IS 3aMi3HeHb? Y
TaKOMy BHUIAAKy OOpOTHCS TOTPIOHO HE 3 HEMyHKTYaJbHICTIO, a 3 TMOPYIIEHHSIM
HOPMAJIBHOTO PEXUMY CHY.

JliiiTe

IIpaBwio «5 He cmi3HOOCH». 3raayiTe 1€ MpaBUIO, KOJIM 30UpaeTecs Kyau-HEOYIb.
[IpocTo HanamTyitecs MPUXOAUTH Ha poOOTYy BuacHO. BipTe y BlacHy MyHKTyaJlbHICTbh, SIK
Ou albcypaHO 1ie HE 3By4asno. AJPKE 4YacTO caMe MNPUIIMIUIMBA PEIyTallis HEHaJIiiHOTO
CHiBpOOITHHUKA 3aBa)Ka€ HaAM MO30YTHUCS HETIPUEMHUX 3BUYOK.

IpaBuio «SIKmio s cnizHIOKWCS, s He Openry». JlocuTh BUraayBaTH HEUMOBIpPHI iCTOPIT PO
MEPUTIETIl BAIIOTO paHKy. 3ami3HWINCA, 00 BHUMKHYJIM OyIWIBHHK 1 TPOKHHYJHCS 3a
HiBrOJUHM J10 TOYaTKy pobodoro aHs? He Moriy BuacHO BUIMTH 3 1I0MY, TOMY LIO CTpiJIKa Ha
JIBOMY OIll BUXOJIMJIa HEAOCTAaTHLO piBHOIO? CriodiBayivCA, 10 y HavYaJbHUKA OyJ]ie TapHHMA
HACTpiii, 1 BIH MpoOaynTh BaM miBroguHu 3atpumku? Tak 1 kaxiTe. Hexail e Oyae kpaiiioro
PO3IIATOIO 32 KOYKHE Ballle 3aIli3HEHHS.

Po3noain yacy. brmokHOT 1 pyuka - iJeaqbHI IHCTPYMEHTH JUIsl IJIaHYBaHHS dacy.
[Iponucyiite no apiOHUIL BCE, L0 MOBUHHI 3pOOMTH O MOMEHTY BHUXOAY 3 OyJHMHKY.
3anuimraiiTe HeBeMUWKUN 3amac: 3amicTth 15 xBuiamH numiite 20. KonTtposoiite cebe Ha
KOXXHOMY €Talli BUKOHAHHS IJIaHy. 3ajMIlaiiTe B HbOMY TPIIIKKA 4acy «uisi cede». SIKIno
BIIOPAETECS BUACHO, BUTPATHTE 111 XBUJIIMHU HA «OOHYCHY» YaIlIKy 4Yalo 3 KPyacaHOM.

TBepe3a oninka cui. He Hamaraiitecss BCTUTHYTH 3a MIBFOJIMHU T€, HA IO y Bac 3a3BUYail
iae nBi. Taka roHUTBA PiIKO MPHU3BOAUTH 0 MO3UTUBHHUX pPE3yJbTaTiB. byabTe CHOKiiHI 1
opieHTy#Tecs Ha nmudpu roguHHuka. [lopa BUXoauTH - BiAKIagalTe CIpaBH, SIKI HE BCTUTIIN
3pobutu. SKIO BU JIMCHO BHUPIIIWIM OOpPOTHCS 13 3ami3HEHHSIMH, TO JUIsl Bac 3apas
CBOEYACHHUM BHXIJl 3 IOMY KyJH BaXJIMBIIIHM, HIK HE 17eaibHO TTpodapOoBaHi Bii.

310poBUii COH - KpalUil CyMyTHUK MyHKTYaJIbHOCTI. SIKIIO BU 3paHKy HE MOXKETE BiJIIpBATU
TOJIOBU BiJl MOAYIIKH, 11€ 0O00B'A3KOBUN MPUBIA NEPETISHYTH pekuM. Jlsraite cnatu paiiie
- 1 BcTaBaTH BM OyjeTe Jerko i HeBumymieHo. He BapTo opieHtyBatucs Ha ctangaptai 8:00.
MosknuBoO, Balia HOpMa - JaeciaTh. He mkomyiTe yacy Ha COH 1, SIK HE JAMBHO, y Bac Oyne
BHUCTAYaTH MOTO 1 HA pOOOTY.

A 6u yacmo cnizuroemecs na pobomy?

Ton-10 moMmiI0K NpU NOMYKY POOOTH

Excnepmu pexpymuneosozco nopmany rabota.ua cxnanu cnucox 10 Haubinews nowupenux
HOMUJIOK NPU NOWLYKY pobomu.

1. HenpaBuibHO ckianene pestome. He3Baxkaroum Ha Te, 10 ChOTOAHI iH(OpMAaIlii 3 TPUBOIY
TOTO, SIK MPABWIBHO CKJIaJaTH pPE3IOMe, € B JIOCTaTHIN KUIBKOCTI, 6araTo XTO MPOJOBXKYE
CKJIaZiaTH "moraHi" pe3ioMe, K1 HaBiTh HE PO3TISAAI0THCS POOOTOABLIEM.

2. He Bapto cuaitu ckiaBimu pyku. [lo3uilis "po3inuio pe3roMe B KOMMaHil 1 Oyay yekatu
IIKBaJTy J3BIHKIB" Jy)K€ 4acTO MiJABOJIWTH mpeTeHaeHTIB. He miHyiitecs - 3arenedoHyiiTe B
KOMIIaHII0 1 yTOYHITH JOJIIO CBOiX pe3toMe. SIKIIO CKpi3b yce THUXO Jia TIyXO0 - MOYKHa
MIOYMHATH TOIIIYK HOBHUX aJIbTEPHATHUB.

3. He po06ith yce Ha mBUAKY pyKy. PerensHo BigOupaiiTe BakaHCii, ki MAXOASITH came BaM, 1
3araM'sTOBYWTE, KyIU TIOCHJIAK pe3toMe. B iHImoMy pai3, KOJu BaMm MOA3BOHHUTH PEKPYTED,
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BU MOXKETe OyTH 3axXOIUICH! 3HEHAIlbKa, HE MAalo4yu YSBIEHHS, 3 KUM 1 3 SKOTO IMPUBOAY
PO3MOBJISIETE.

4. He Oilitecs OyTu HamojeraTuBUMU. barato mpereHIeHTIB, MOYYBIIN Ha criBOeciai ¢pasy
"Mu Bam 3ateneoHyeMO", TOTOBI MOKIPHO YE€KaTH CTUIbKH, CKUIBKM NOTPi1OHO. BTiMm, 3a 11eit
yac MOkHa OyJjio O 3HAMTH AECSATOK poOiT, a pOOOTOMABEIlh, K MOTIM BHUSBISIETHCS, MOXKE
pOCTO 3a0yTH MPO CBOIO 00iIgHKY. 1100 He ragaTH, CKIJIBKM 1 4OTO B3araji 4YeKaTH, Bi3bMITh
1 cam1 HaOepiThb HOMEp KOMMAaHii 1 yTOYHITh BCl TUTaHHS, SIK1 BAC XBUJIIOIOTb.

5. SIx Bu Ha3Banm cBoe pe3tome? Moxke 6ytu, CV.doc abo rezume.doc? OT TiJIBKH YECHO, Ha
0 BU po3paxoByere? VYsBiTh, IO POOOTOAABIIO MPUHAYTH COTHI AaHAJIOTIUYHUX (HaliB.
[TigpaxyiiTe, un 6araTo y Bamioro pe3roMe IIaHCIB OyTH TTOMIYEHUM Cepe/l 1HIIUX, - 1 TOAl BU
3po3yMi€Te, 10 MOTPIOHO 3pOOUTH.

6. [lynkryanpHicTh. Kpaie BuiiniTh 3 OyAMHKY Ha JBI TOJMHU PaHille, aje Hi B SKOMY pasi
HE 3aIli3HIOUTECh Ha CIiBOeCiy. 3ami3HeHHS - 11e TTOBHUH MpoBall.

7. Bu roroBi no TectiB? Ha cmiBOeciai abo » 3a JONOMOTO0 OHJIAWH-JTUCTYBAHHS Bac
HaIeBHE MOMPOCATh MPONTH SIKUNCH TecT. He BapTo cTaBUTHCS A0 1IHOTO 3 HEJOBIPOIO, HABIThH
SKIIO 3aBJaHHS ab0 MUTaHHS BaM 34aqyThCs IypHUMHU 1 HecepiiozHumu. [lam'staiire:
XOPOIIUN PEKPyTEP - IyKe TOHKUM MCuXojor. BigMoBa Bij MpOX0KEHHS TECTy M030aBUTH
Bac MIaHCY OTpUMaTu OakaHy poOoTy.

8. Iluranus oruatu. SKo0 OpsMo 3 MOPOTY BH 3asBISE€TE MPO Te, IO BU CyMep-Iyrep
CHIBpOOITHUK, SIKMM He OyJie MpalfoBaTH 3a KOMINKH, a MOTIM Ha3BETE OUIKYBaHY 3apIUIaTHIO,
sIKa yABIY1 OUIbINA, HK Y JUPEKTOpa MIANPUEMCTBA, TO YU BapTO TOBOPUTH, 1[0 HA BAC MICIIA
ILOTO YeKae? ABxex He poOoTa B 11 KoMMaHii!

9. Jlymaiite, mo roBopute. SIKIO BU MOYMHAETE PO3MYCKATH IUNITKKA Ha CIIBOECil abo X
HapikaTH Ha TMOMNEpeaHIX POoOOTOMABIIB, TO Ballll ITAHCH 3aKPIMUTHUCS B HOBIM KOMMaHIii
JOPIBHIOBAaTUMYTh HyM0. KoMy 3axoueTncs, o0 4epe3 mapy poKiB BH TaK CaMO IMOJIUBAIIA
OpyZI0M iX KOMIIaHii0, BJIAIITOBYIOYUCH Ha HOBE Miciie?!

10. Yu e y Bac nurtanna? Ilicig Toro, sik peKkpyTep BUTOJOCHTH L0 (pa3y, HIKOJIU HE
BignoBigaiTe "Hi", B iHIOMY BUIaaKy poOOTOIaBEllb MOXKE BBaXKAaTH, 110 BaM HE IIIKaBO, 1110
YyeKae Ha BaC Ha HOBIM poOOTI 1 UMM B3arajl 3aiiMa€eThCs KOMIIaHIs.

30inb11yeMo NpoayKTUBHICTH: mpuHiun 80/20

[Ipane3gaTHicTh TIOAWHM - BEJIMYMHA HEMOCTIHHA. TuM dYacoMm poOoul 3aBlIaHHs, Ta |
MUTAaHHS OCOOMCTOrO XapakTepy MJOBOAWTHCA BupimryBaTu moaHs. Ilo6 30inbpmuTn
MIPOYKTHUBHICTH BJIACHO1 TIpalli, MOTPiOHO BUKOPUCTOBYBaTH npuHIun [lapeTo.

Cnouatky BiH OyB c(hopMyJILOBaHHI CTOCOBHO JItOJIeH 1 6aratcTBa - «80% TpoIieit HaJleKUTh
20% moneii». OaHaK CIpaBeUIUBICTh MPUHIMITY OyJia JTOoBeAeHa AJs BCiX cep J0ACHKOro
KUTTA. 3acTocoByBaTtu npaBuiio [lapeTo MokHa IIOAHS, 1 B CaMUX PI3HUX BHUAAX CBOEI
TISUTBHOCTI.

IlnanyBannsi. Bac ouikye Oararo cmpaB? Bunumnite iX y CTOBOYMK, 1 OIlIHITH
IpOyKTUBHICTh. Bu moGauure, 1o Tuibku 20% BCix crpaB NOTPIOHO poOUTH B MEPIILY Yepry,
OCKIJTbKM caMe BOHHU TpuHeCcyTh 80% pe3ynabTary - TOOTO JIEBOBY YACTKY. 30CEPENbTE CBOIO
yBary came Ha HUX.

Po3kaan. JlroguHa, 3a70BOJIEHA CBOIM KUTTSAM, OUIbIIE MpOLBITAE. AJie IyXe 4acTO MH
NPUHOCUMO B >KEPTBY poOOTI Ta HEOOXITHMM, aje HYIHUM CIpaBaM, BIACHI 3aJOBOJICHHS.
[Ipoanamizyiire cBiii aenb. Timbku 20% nit € mxepenom 80% 3amoBosieHHsA. ToMy He
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BIIMOBJISITE €001 y IUX JPIOHUISAX, 1 HE KOpITh cebe 3a momiOoH1 «mobnaxku». Came 1
CIIpaBH pOOJIATH BaC MACTUBUMIO

Yurtanusa. Kaury, siki BU UUTa€TE, MAlOTh PI3HY LIHHICTD, ajie B OyAb-sIKOMY pa3i BIAHIMAIOTh
Bail yac. [ToauBiThCsl yBaXkHIIIE - HAMEBHO TUIbKU 20% MNPOYUTAHOTO KOIITYE BUTPAUCHHUX
xBuiInH. Hajmani HamaraiTecs 4uTatu KHWUTH, MOMIOHI TUM, IO BXOAATh B 20% KOPUCHUX,
Mi3HABAJILHUX a00 MPOCTO I1KABHX.

CuninkyBanns. CHiBBIIHOIIEHHS BHUTPAYe€HOTO dYacy Ta C€HEprii Ha CHOUIKYBaHHS 1
0JIepKyBaHOI KOPUCTI BiJ TAKOTO MPOBEACHHS Yacy TexX MiakopseThes 3akoHy 80/20. Tomy
0e3 ka0 BIIMOBTECS BiJ CIIJIKYBaHHS, SIKE HE HECE KOPHUCTI 1 € MPOCTO «IOXKUpaueM»
BaIIOro Yacy.

Indopmanis. [IpoTsirom gHS BU YUTa€Te HOBHUHHU, CIYXa€Te pajiio, JAUBHUTECS TeENEBI30p,
NeperopTaeTe ra3eTH 1 KypHamu. BukmiouiTe 31 cBoro utts 3MI, sAki mocradaioTh BaM
iH(pOopMaIlito HU3bKO1 AKOCTI. 3anmumte Tibku 20% AIMCHO KOPUCHHUX 1 TOCTOBIPHUX JIKEPEI
HOBHH.

IMomra. [IpoananizyiiTe CBOIO BXiJHY MOIITY. /{751 OMHOTUIIHUX JHUCTIB pO3po0iTh 1MI1a0IO0H
BianoBiai. Tutbku 20% BXI1HUX JMCTIB BUMAraroTh TEPMIHOBOTO pearyBaHHs. 3 pemroro 80%
MO>KHA pO310paTucs B KIHII JHS.

InTepuer. Caiity, K 1 Oyab-sKke pKepeso iHdopmarlii, MOXKyTh TPOCTO 3a0WpaTH Balll 4yac, a
MOXYTb OyTH Jy’ke KopucHUMHU. [lepenuBiThes icTOpito cBOro BeO-cepdinry - MoxkIuBo, 80%
CalTIB BapTO BUJAIUTHU 3 3aKkjafok? 3ate Ha pemty 20% KOPHCHUX PECypCiB BU 3MOXKETE
BUJIUISATH KyAH OLIbIIE Yacy.

Jomammni cnpaBu. OpraHizyiiTe CBo€ AoMalHii mpocTip 3a npuniunoM [lapeto. 20% pedeit
1 mpeaMmeTiB MOTPIOHI BaMm HaWyacTimie, TOMy TpuMmaiTe ix mija pykorw. [nmn 80%
BUKOPHCTOBYIOTHCSI HabaraTo pijiie - 3axoBaiTe iX moaasi, mod npudupaHHs HE BUKIHKAJIO
npo0em, abo 30BCIM iX MO30yabTeCs.

Komn'torep. Bu 3moxxere Habararo mBHIIIE 3HAXOJUTH MOTPIOHUM JTOKYMEHT abo
nporpamy, SKIIO B ManKax KOMIT'FoTepa 1 Ha )KOPCTKOMY JUCKY TaHyBaTHME MOPSIOK.

I'pomri. 20% Bammx rpomeit mpuHocuth 80% kopucti. BuzHaute, siki came BUTpaTu abo
BKJIQJICHHSI € HAWOUIBIIT KOPUCHHUMHM, 1 3aBXKIW 3aJIMIIANTE Ha HUX <«3€JICHE» CBITJIO MPH
TUTAaHYBaHHI OIOJIKETY.

Iini. [TonuBiThcs Ha 11T, K1 CTOATH Tiepea BaMu. OMLiHITH X BUTPATHICTH Y IUIAHI TPOIICH,
yacy, cui. [Ipopaxyiite Biggady. B mepury uepry 3ocepenbrecs Tiibku Ha TuX 20% 11i1ei, siki
npuHecyTh Bam 80% ycmixy.

A axi cekpemu ni0BUWEHHS BIACHOI NPOOYKMUBHOCMI 3HAEME BU?

Sk oTpumyBaTH 32/10BOJICHHS BiJ podoTH

3a oanumu pexpymuHe08UX a2eHmMcme MeHule NOI0BUHU YKPATHYIE 3I3HAIOMbCS, WO H0OAAMb
c6or0 pobomy. Bci inwi npocmo mepnasams ii. Tomy wo inwoi npogecii Hemae, momy wo
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mpeba 8uUnIA4Y8amu Kpeoumu, momy wo «8ci mak xcusymo». Mu supiwuiu 3'acysamu, 5K
JIce  nomooumu 8o  pobomy I HAGUUMUCA OmMpumMysamu 8i0 Hei 3a0080JEHHL.

[lepmum aiioM cnpoOyeMo po3iOpaTHcs B MOXJIMBHUX MpUYMHAX, SKI 3MYLIYIOTh Hac
MPUPEUYEHO 31TXATH MIPHU TYMIII ITPO POOOTY.

Yomy Bam He 110100a€ThCA Balia podoTa

Tomy m0 Bu B3araji He JOOWTE TMpaIfoBaTH. bBUIBIMIICTE JIOJAEH CTPaKIal0Th BiJ
TIOMHJIKOBOTO CTEPEOTHITY. IM 3/1a€ThCs, 11O IIACTA - 11 1[i71071000Be OaiiIuKyBaHHs Ha Oepesi
OKeaHy 3 TPOMIYHUM KOKTeisieM B kenuxy. Hacnpapai 6e31isIbHICTh CTOMITIOE KyIU OijIbIIIe,
HIK BaXKK1 HABAaHTaKEHHS Ha poOOTI. | 1OCBI NepecuueHux ycima >KUTTEBUMHU OJjlaramu JIiTen
MIJTEHOHEPIB - TOMY KPaCHOMOBHE T ATBEPIXKEHHS.

Tomy mo pobora Bac mnpurHiuye. KepiBHHITBO Balioi KOMIaHIi CTpaxaae Ccagu3MoOM
(mypicTio, JIHHIO, IJIITKAPCTBOM, CHOOI3MOM - 1 III€ COTHS BapiaHTIB Ha BuUOIp). Bac
3MYIIYIOTh IIA0JIOHHO MHUCIUTH, (OPMAIbHO OJATATHCS 1 MPOCHUKYBaTH B o(ici «BiX
J3BIHKA 70 A3BiHKa». [Ipu 1mboMy HIXTO HE IIKABUTHCS BAIIMMU TBOpYMMHU iaesmu. I, 1o
NPUKJIAAY, OCh YK€ M'ATUN PIK AapyrOTh BaM Ha 8 Oepe3Hs MIOKOJIaTHI IyKepKH, X04 y Bac
IlyKpPOBHi1 J11a0eT.

Tomy 110 BaM Majio IJIaTATh. ¥ Cl poOOTOIABIl 3HAXOATHCS Y TAEMHIN 3MOBI, METa SKOTO -
3JIMITUTH Bac 0e3 3aco0iB 10 icHyBaHHsA. Bamma 3apriiaTa HE3piBHSHHO MEHIA BiJl TOTO
BEJIMUE3HOTO BHECKY, SIKHI1 OCOOMCTO BU BHOCHUTE B YCITiX 3arajbHOI CIIPaBH.

Tomy mo Bu BuOpamu He CBOIO cmpaBy. SIkOu He OaThbku (Apy3i, XJIOMEIh, BEAy4YUd
MOMYJISIPHOTO 1I0Y), BU O 3apa3 y)Ke MpairoBajid akTpucorw B ['oymiByai abo, SIK MIHIMYM,
roTyBajucsl miikoproBatu €BpoOadeHHs. AJie 3aMiCThb I[bOTO BaM JOBOJUTHLCS po3rpidatu
3aBai JIOKYMEHTIB 1 BHCIIYXOBYBAaTH MpETEH31i KIIE€HTIB. | K HakakeTe PO3yMITH TaKy
HECIPaBEJIUBICTh?

Tomy 1m0 Bac mepeBaHTaXyrOTh. U TON 0OCAT poOOTH, SIKUM BU BUKOHYETE, MOIYKaau O
YETBEPO, UM HaBITh I'ATEPO, «CBIKUX» BUIYCKHHUKIB By3y? AJle BU crpaBiseTecs. TuMm He
MEHIIIe, BTOMJTFOETECS TaK, 110 3aCHHAETE, TUTbKHU CIBIIM B Takci OUTS odicy. A mpoKugaeTecs
- @K y ceperHi HACTYITHOTO POoOOYOro JHS.

Tomy 110 BU XKiHKa. A IpU3HAYEHHS KIHKHU - HAPOJKEHHA AITeH 1 30€peKeHHs JOMAIIHbOIO
BorHuma. Xiba ckiagaHHs Oi3Hec-IJIaHIB - Iie MPU3HAYEHHs JXiHKKU? A00, Moxe OyTH,
BiJIlTpaBKa KOPECIIOH/ICHIIIT - TpU3HaYeHHs KiHku? Bu BrieBHEHI, 1110 Hi.

Sk oTpuMyBaTH 3a10BOJICHHA Bil po0oTH

3rajgaiite mpo iCHyK4Yud piBeHb 0e3po0iTTa. Tak, MOXIHMBO y Bamioi poOoTH € Oarato
HEJOMIKIB. AJie, TOBIpPTEe, BEIMYE3HA KIUIBKICTh JKWTEIB HAIIOi IUIAHETH 3 PaJICTIO
noroAwircs O 11 BUKOHYBATH - B TOMY K PEXHUMI 13a Ty K 3apIuiaTy, 1o 1 BU.

Buninsiite npuemne. Pytuna - yactuHa aOCcoioTHO Oy/b-sKOi mpodecii, HaBITh HAWOUIBII

TBOpUoOi. Jlonaiite ii B mepiof], KoJu y Bac 1i1e 6araTto cuil i eHeprii. A HAOCTaHOK HaMmarauTecs
3QJIMIIATH Ty JUBTHKY pOOOTH, SIKa Bac CIpaB/ii I[IKaBUTh.
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He 6epith poboTu nomomy. HaitmpexpacHiiie B po6oTi 3 9 1o 6 - 11e Te, 1m0 Mo 3aKIHYEHHI
poboyoro AHS BH BUIbHI. BiIbIIOCTI (pisiaHCepiB, sIKI KOPUCTYIOTHCS MOMUTOM, TaKE MOXKE
TIIBKM CHUTHCA. HacomomkyiTech yacoMm, MpoBeAeHUM 1mo3a poboToro. HamoBHrolTE #Or0
MO3UTUBHUMH €MOLISMH - 1 TOJUHU BINOYMHKY CTaHyTh MOTHUBALIIEIO IS IKICHOT pOOOTH.

[TinTpumyiiTe 10Opi CTOCYHKH 3 Kosieramu. Bam Oyge Oinbliie XOTITHCS HA POoOOTY, SKIIO TaM
BU OyJieTe 3ycTpldyaTtu JApy3iB 1 OJHOAYMIIB. I, KpiM Hampy>KeHoi mpaiii, y Bac Oyae 3 KuMm
00TrOBOPUTH OCTaHH1 HOBUHH 32 YAIIKOIO KaBH.

bynsTe mepdekimionictoM. bynb-sika AisSIBHICTE BUKIMKAE HYABTY, SKIIO BOHA 3A€ThCS
oe3rmy3noro. Hamivaiite i, gocaraiTe ix 1 OTpUMyHTE BiJ] I[bOTO 33J0OBOJICHHSI.

A 6u ompumyeme 3a0080.1eHHA 8i0 pobomu?

Sk YyMTATH Or0JIOIEHHS PO POOOTY

Ozonowienns npo pobomy - ye AK ceKpemuuti Koo, AKuti mpeba emimu posuwiugpysamu. 3a
CMaHoapmuumMu Gpazamu Kpuemscs 6e3niv noopoouys. O8oa00i6uU MUCTEYMBOM YUMAHHS
020JI0UIEHD, 8U MOJCEme ICMOMHO 3A0uWadumu C8itl Yac i Hepeu.

€ OroJIoUIeHHS, SIK1 MIOBUHHI HACTOPOXKUTH BiApazy. Och TUIbKH JESK1 IX 0O3HAKH.

 Benmka 3apruiara npu MiHiMymi BUMOT. Taki «30J10Ti TOPU», K TIPABHUIIO, TOBOPSATH PO Te,
1110 a00 MIATUTUMYTh HabaraTo MeHile, abo BUMaraTUMyTh Habarato OuIbIIe.

* VHIBepCaNbHICTh. SIKIIIO NIyKaloTh J0auHy BiJ 16 10 60 pokiB, 6€3 10CBiLy poOOTH, OCBITA
HEBAXJINBA, JIOCBIIy HE MOTPIOHO, BUHUKAE MUTAHHS - 10 XK I1€ 32 YHIBEpCaJIbHA MISUTHbHICTh
Taka?

S0 OYEeBUAHO HEaeKBATHI OTOJIOIICHHS BUJIHO Bipasy, TO «IiJBOJHI KaMEHI» y PEHITi
noTpiOHO BUUTHCS OauuTH. [HOMI K1IbKa CIIB CKa)KyTh OUIbIIE, HI’K YCE 1HIIIE OrOJIOIIECHHS.

«MoxxMBa OHAaIHOPMOBa poOoTa». Ha mepuiumii mors, HIYOoro CTPaIllHOTOo - € He OyBae
aBpaitiB? AJie SKIIO MPO 1€ TOBOPUTHCS BAKE B OTOJIOIICHH1, 3HAYUTh, IEPEPOOKU TaM - SIBUIIIE
gacte. [, mBuame 3a Bce, Oe3omnatHe. Po3paxyHOK poOOTOmaBISl MPOCTHH - y pasi
BUCJIOBJICHHSI PETEH31H 3aBK/IM MOYKHA 3aIBUTH «a MU BaC TOTEPE KA ! ».

«MoJto/1a KOMITaHisl, sIKa PO3BHBAETHCS». 3a IMMHU CJIOBAMH XOBA€ETHCS, SIK TIPABHUJIO, BETUKHN
obcar poOOTH [l TPETEHJEHTa, HEBHCOKAa 3aplijiaTa, BETUKHUHA CIHCOK OOOB'SI3KIB,
nepenpaioBaHts 1 BIJACYTHICTh TapaHTii Ha MaiOyTHe. Bu Moxere OYIKyBaTH BHCOKY
BUMOTJIUBICTH 10 ce0e y MOEIHaHHI 31 CKDOMHUMHM OKJIaJaMH B mTaTHoMy poskiani. o x,
JUIA CTApTy Taka MO3uIlisi MOoXke OyTH BUIIpaBAaHa. AJie OCh YU XO4eTe BU 3a0e3rneuyBaTH Lei
ctapT cBoero mparero? Ille ogHa «@dimka» TakMx KOMIIaHIM - HEHUMOBIPHO mienpl piHaHCOBI
OOIISTHKY HA MalOyTHE.

«IloTpiben MeHemKep, AKUNA yMi€ KepyBaTH». SIKIIO Bac 3ampolIyrOTh Ha PSAIOBY MOCady,
3HAYUTh, 1 KEPYBATU BaM HIKMM HE JOBEIEThCS. A SKIIO MUTAHHS CTaBUTHCS PO JIJIEPCTBO,
3HAYUTh, HE TaKa BXKeE U psaaoBa 1 nocana. Jlo pedi, sskuid 11 Hel mponoHyeTbest oknan? Ock
TYyT 1 CcTae 3po3ymiia cyThb miactymy. Ilmatutu OynyTh sSK MEpeciyHOMY MEHEIKEpY, a
HaBaHTa)XyBaTH poOOTOI0, K KepiBHHKA. Lle, 3BUuaiiHo, 30BCIM 1HIIIA 30HA BIJMIOBIIAILHOCTI
Ta OIUIATH.
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«eram npu ocobucTiii 3ycTpidi». ¥ OUIBIIOCTI BUMAJKY Taka (pa3a - O3HaAKa MEPEKEBOTO
MapKeTUHTYy. [Hakme yomy O He BKazaTH MOJPOOUII B OTOJIOMICHHI? AJie SIKIIO 1€ 3poOuTH,
BU, HaWIMOBIpHIIE, HA 3yCTpi4 He mpuiigere. ToMy «MEpeKeBHUKH» MACKYIOThCS TaKUM
YUHOM.

«Iupoke kom0 000B'A3KIB». |HIIMMHU CIOBaMH - JIBUMHKa Ha moOireHbkax. HaBpsia um Ha
Takiil mocaji BapTo po3paxoByBaTH Ha Kap'epHE 3pOCTaHHS 1 npodeciiiHe BJOCKOHATICHHS.

«BucokoomnnauyBana poOoTa Ha aAoMy». Taki MOHSTTS, K «poOOTa Ha JOMY» 1 «BHCOKa
oljlaTa» € B3a€EMOBUKIIOYHMMHU. ToMy He CHOKylIaiTecs - IIe HIKOMY HE BJanocs
po3bararitu, 30Mparoyu BIOMa KyJbKOBI pYUKH 13 3allYaCTUH Y CKJICIOI0YU KOHBEPTH.

Ile TinbKM YacTMHA BUpa3iB-MiKa30K. UMTa0uM TEKCT OrOJIOIIECHHS, HamaraiTecsl YSBUTU
co01 cyTh MPOMO3MIIi 1 TecTyiiTe ii Ha mpeaMer peasibHOCTI. CyMIlIHHA KOMIIaHisl BUKJIA/Ie
MakcUMyM iHopMallii - Ha3zBa Mocau, BAMOTH, CBOI KOHTaKTH. 3akiauku «He Bumyckaii cBi
IaHc Ha OJMcKyde MaibyTHe» abo «Habupaemo momMivyHUKIB KepiBHUKA. 3apIuiaTa BUCOKa»
MO>KHA CMUIMBO ITHOPYBATU. 32 HUMU 3 BUCOKOIO HMOBIPHICTIO XOBAETHCS SIKACh IIaxpaiichbka
cxema.

Aki ¢hpazu 6 ozconouienni npo pobomy 8ac Hacmopoxcyroms?

A BH 3aiiMac€Tecs YJII00JI€HOI0 CIIPAaBOI0?
Il]o siduysae ntoouHa, sKa NO-CRPABHCHLOMY Jat0OUmMb ceoto pooomy? I uwomy ye max
8axucuso - sHaumu cnpasy ceozo sscumms? TOII-8 o3nax moeo, wo éam ye aice 60aN0CA:

Bu moxere 3aiiMaTHCs CBO€IO CIIPaBOIO B Oy/Ib-siKUii yac. ['0J0BHUI OUTb, CBAPKU 3 KOXAHUM,
MO30JIb B1JI HOBHUX OOCOHIKOK - HIITIO HE 37aTHE BIIBEPHYTHU BacC BiJ] YJIFOOJIEHOTI pOOOTH.

Bwu nerko 3axormmoerecs mporiecom. [Io6 miaroryBatucs a0 pododoro aHs, BaM HE MOTPIOHO
NEPEerOpHYTH 3 JIECSATOK HOBHHHHUX CTPIYOK, Tapy pa3 pO3KIACTH NAChsSHC, BUKYPHTHU
MiBIIAYKK CUTAPET 1 BUMIUTH KaHICTPY KaBU. By mpocTo MoYMHAETE MpaItoBaTH.

Bwu He BimuyBaere iMHy 4acy. XBWIMHH 1 TOJMHH TIEPETBOPIOIOTHCS IS Bac B CeKyHAH. Bu
JTUBYETECH TOMY, K IIBUIKO MPOXOJUTH JICHb, SIK CTPIMKO OCiHB NEPETBOPIOETHCS HA 3UMY, a
3UMa - B BeCHY. | eiuHe, 110 Bac 3acMydye - 3aBJaHHs, SKi BU HE BCTUIJINM BUKOHATH.

['pouri He € nmns Bac TOJOBHOIO MOTHBaiiero. Hi, B, 3BHYaifHO, MparHeTe A0 TOro, 100
BUTpPAYCHI 3yCWJUIA TIOBEpTANUCA y BUIIAAl (iHaHCOBMX auBiAeHIiB. | iHOAI HaBITh
CKap)KHTEeCs MOApyraM Ha MAJICHbKY 3apruiaty. AJjie MpH I[bOMY BH YITKO YCBiJIOMITIOETE
PI3HHUIIIO MK «BapTICTIO» Ta «IIHHICTIO». TOMY HaBiTh JECATOK HOBUX CYKOHbB 1 IEPCIICKTHBA
NPOBECTU BIMYCTKY B HAWIOPOKYOMY KypOPTHOMY KOMILIEKCi Ha MaibiBax, HE MOXYTb
3MYCHUTH Bac KHHYTH YJIIOOJICHY CIIPaBy.

Bu ne 3a3gpure koHKypeHTaM. Bu no0pe 3HaeTe BCi CKIQAHOII Bamioi poOOTH 1 MIUPO
3aXOIUTIOETECS JIIOJbMH, K1 POOJSATH 1i HA BUCOKOMY piBHI. BaM He BaXXKO MOAUTUTHUCS
JIOCBIJIOM 3 KOJIETaMU Ta, B CBOO UEPTy, BH T€K HE COPOMHTECS 3BEPHYTHCS 32 MPOQECIHHOIO
nopajoro. €aMHe, MO0 Bac ApaTye - € CUTYyalii 1 JIOIW, SKi 3aBa)KaloTh BaM 3aliMaTHCS
yJI00JIEHOIO CITPaBOIo.
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Bu nparnere 10 3HaHb. Bam XoueTbcs ni3HABATHCS HOBE y Bamiiid mpodecii - He TOMY IO
«Tpeba», a TOMY IO «XO04eTbCsi». CBIXKI 171e1 MPUXOIATh O Bac MOCTIMHO: KOJIU BH iI€TE B
METpO, CIIKYETECS 3 APY3sIMHU, pUiMaeTe BaHHY 1 (0co0imBo!) mepen cHoM. MoOMeHTaMu 11e
HaBITh BUBOJIUTH BAC 13 c€0€: CKUIbKH K MOXKHA TyMaTH Mpo poOOTy, Hy TipaBaa?

Bu BiguyBaere cebe macnuBuM. YmoOiaeHa poOoTa - TOM mas3i, 0e3 SKOro CKJIagHO 3i0paTu
NOBHOIIIHHE IIacTs. BoHa 3My1rye Bac modyBatu cebe MOJIOJUM, JA€ CHIIA 1 BIEBHEHICTb Y
TOMY, L0 XUTTS He MmapHe. [Ipuctpacte 10 mpodecii ax HISIK HE CKacOBYE paJOlliB
0aTbKIBCTBa, JIIOOOBi, JpYyXOW, MOJOpPOKEW, 3axoryieHb. HaBmaku, BOHA - JDKEPEIO
HATXHEHHS JI7Is1 BCIX BaIIUX IJIaHIB 1 Mpiii.

Bu nerxo nmomaraerecs ycmixy. CximamHo pobwutu OnmMcKyde Te, IO BaM pPOOUTH HE
nomobaeThes. Slk Ou He MOTHMBYBaJjla Bac 3apIuiaTa, KO O rocTporo He Oysia HeOOXiTHICTh
npamoBati. PaHO 4¥ mi3HO BCE OJTHO HACTA€ MOMEHT, KOJIM XOUEThCS MOCIIATH Bee o Oica. I,
o0epTarounch Ha3aj, JUMIIe MUMOBOJII KaXHYTHCS: HEBXKE caMe TaK BaM XOTLIOCS MPOBECTU
CBO€ JKUTTA?

A 6u 3atimaemecs yar001eHO0 cnpasoro?

Kouu yac MinsaiTi podoTty

BuacHO 3BITBHUTHCS - HEMPOCTe MHCTENTBO. SK 3po3yMmiTH, MmO HacTaB dYac «YU»?
[IporecTyiiTe CBO€ CTaBleHHS 10 POOOTH 3a JOMOMOTOI0 HAamioi cTaTTi. SIKIIO Beluka
YacTHHA O3HAK JUIsl Bac CIpaBeJiMBa - MiANIYKYyWTEe HOBE MICIE 3 YHCTOIO COBicTIO. Bamra
poOoTa 11715 Bac BUYEpIaia BCi peCypcH KOPUCHOCTI Ta 33 JOBOJICHHS.

Bu cymyere. Bama poOoTa BUIAETHCS HYJAHUM OJTHOMAHITHUM IPOILIECOM, KIHIIS Kparo SKii
He BUIHO. Bu 3Haere, mo Oyne 3aBTpa - T€ X, IO 1 CbOrojHi, 1 Buopa. Jltomu wacto
HYJABIYIOTh Ha poOOOYOMY MICIl, aje TpuBaje NepeOyBaHHA B LIbOMY CTaHl 3arpoxye
TIETIPECIETO.

Bac ne uinyrots. Pik 3a pokoM BU poOuin Bee, 1100 npaioBatu kpaie. [liBuiiryBaam cBoio
MalCTepHICTh, HAOYBaJIM HOBUX HABHUYOK. AJI€ BIAMOBIIHOI peakilii HayajabCTBA Yy BUIJISIL
MiBUIIICHHS TMOCAIX YU 3apIlaTH HE TOCIITyBaio. 3BUYAMHO, Ballli BMIHHS 3aJIMIIATHCA 3
BaMM, aj€ BIJICYTHICTh CTUMYJIOBaHHA 3 OOKy KEpIBHHUIITBA TOBOPUTH MpPO TE€, IO
MOJATIBIIOTO PO3BUTKY Kap'epu YEKaTH Ha 11 poOOTI HE JOBOJIUTHCA. 3HAUUTD, MPUIIIIOB Yac
3HAWTH [IOCH OUTBII BIMOBIAHE BAIlIOMY PiBHIO.

Bu He xouere 3aiinaru micue 0oca. Pobota He BUKIIMKaE y Bac OakaHHs OyJlyBaTu Kap'epy B
it komnaxii. JloriyHe 3amuTaHHs - a MO0 BU TOJI Ha Hik B3araii poourte? SKIIO BiACYTHS
M€ETa, 3HAYUTh, BU IA€TE Yac.

VY Bac moranmii HayaabHUK. [ pyOicTh, HEBUXOBAHICTh, BiIBEPTE XaMCTBO YW 3HYIIAHHS - 1€
NPUYHUHHU, 3 SKUX BapTO PO3IpBATH CIIBIPAIIO 3 HEBUXOBAHUM JIOAWHOIO. [HOMI Taki Jtoau
OTPYIOIOTh HE TUIBKM pOOOUYMi yac, aje 1 JIO3BULISA CIHIBpOOITHHKIB. Tabenb mpo paHru
HaBPSI/I YU JTIO3BOJIUTH BaM MEPEBUXOBATH HauaIbHHUKA, AJI€ ¥ TEPITITH MOMI0HE 3BEPHEHHS HE
BapTo. bepexiTe cede - poliT 6arato, a BU OAMH.
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Bam He mnopoOaeThcsi ToOm-mMeHEMKMEHT. ATMochepa KommaHii (OPMYETbCA KEPIBHUM
CKJIAZIOM. SIKIIIO BU HE MOJAUISETE IIHHOCTEH 1 CBITOTIISAAY LIMX JIIOCH, HABPSIA YU BU 3MOXKETE
JIOBrO TpamioBaTd B Il kommanii. He BuTpauaiiTe dwac 1 CHJIM, HaMararOuuch
«M1JIAIITYBAaTUCS» M1 3aB1IOMO Uy>K1 BaM MpaBHIIa.

Bac npatyrots kosneru. He 3aBxau BOHM MOBMHHI pOOWTH IIOCH TTOTaHE Ha Balry aapecy. Ale
HE3PO3YyMiJIEe BIAUYTTS pO3apaTyBaHHs, SIKE BAaC 4acTO OXOIUIIOE MPH CHIJIKYBaHHI 3 HUMH, HI
110 yoro no0poro He npusene. Hamararounch cTpumMyBaTHUCS, BU PU3UKY€ETE 3apOOUTH HEBPO3.
Bumtickyroun cBo€e po3apaTyBaHHS, BU OOOB'SI3KOBO OTPUMAETE HETAaTUBHE CTABJICHHS IO
cebe 1 Hanpy>keHy 00CTaHOBKY B KOJICKTHBI.

Bac typbye ¢inancoe nuranns. [lepiognuHo KOXXHHI 3 HAac TypOyeThbCsl Mpo rpoiri. Ale
SKIIO I CTaH CTaB y Bac XpOHIYHHUM, 3HAUYUTh, BaM IUIATATh a00 Majo, ab0 3 3aTpUMKaAMH.
CrpoOyiTe BHUpPIIIUTU 1€ NUTAaHHS 3 Ha4yaJdbCTBOM. SIKIO 3yCTPIUHOI 3allIKABJICHOCTI Y
BUPIIIICHH] MPOOJIeMH HE TT0OAYUTE - WIIITh O€3 KaJro.

Kommanis He 3alfikaBiieHa y BalloMy pPO3BUTKY. TaM, Ji¢ B PO3BUTOK CIIBPOOITHHKIB
1HBECTYIOTBCSI KOIIITH, MPAIfOBaTH HabaraTto mpueMHiiie. SIKIo e He Mpo Bally KOMIIaHio,
NoJlyMaiiTe, Ui X04eTe BU TYT 3aJIUILATUCS ?

Bu cranu ripiie BUrisgaTu, Bamie caMonouyyTTs noripmmuiocs. O0'eKTUBHO e Ay>Ke BaKIIUBI
noka3Huku. Hame Timo moOpe BimoOpaxkae BHYTpIIIHI Tpolecd. Tomy, SIKIIO BUTIISAL Y
J3€pKaJll Bac HE BJIALITOBYE - HACTAB Yac 3MiH.

Bu craete ictepuunuM. 3i3HaiiTecs cobi B IbOMY, SIKIIIO BaC BUBOJIUThH KOXKHA JIPIOHMIIS, BaM
XOUYEThCS TJIAKATH YU JASATUCS, 00 TTOCTIHHO XOUYEThCsI BTEKTH 1 3aKPHUTHCS B TyaseTl.

Kommanis 65m3bpKka 0 3aKpUTTSA. 3aIMINAIOYMCh Y KOMIAHIi 3 0J1aropoJHuX CINOHYKaHb, BU
pUBUKY€ETE BTPATUTH POOOTY pa3oM 3 yciMa, 1 TOAI 3HAWUTH HOBY pPOOOTY MOXKEe OyTH
ckiannime. Bunepemkaiite nomii, OypTe Ha KPOK TOTMEpey.

[Ipocto mpuiiioB 4yac Bigxomy. SIKIIO I i7ies TaBHO 3pi€ y BallloMy ceplll, 1 JeCh yCepeauHi
BU BXKE€ NPUMHSUIA PIICHHS - HE TATHITH. 3apydiThCsi MIATPUMKOIO OJNM3bKUX a00 NIpy3iB 1
CMUIMBO CTAapTyWT€ B HOBE >KUTTS. 3PEIITOI0, poOOTa - Il MPOCTO CXOJMHKA Ha MUIAXY
BaIIOr'0 PO3BUTKY.

A 6u nezko minseme pobomy - 4u HABNAKU, «MACHeme» 00 OCMAHHbO20 ?
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26. BUSINESS CORRESPONDENCE GLOSSARY

Apologize V.
Approach N.
Attitude N.

by invitation only
Commence V.
Complimentary Adj.
Concerns N.
Confidential Adj.
Conscientious Adj.
Contribution N.
Convenient Adj.
Cooperation N.
Coordinator N.
Dedication N.
Dependable Adj.
Disregard V.

do not hesitate phrase
Dropped V.
Effective Adj.
Efficient Adj.
Enclosed Adj.

Encouraged V.

enquire(Br),inquire(Am)V

Extravaganza N.
Formal Adj.
Grateful Adj.
Guarantee V.
Impact N.
Indicates V.
Invoice N.

Latest Adj.

say "sorry"

method or style of doing something
outlook on life

only those who are asked to come will be allowed in
start

free

problems, issues

private

caring about quality of work
individual effort or support in a group
suitable, favourable, makes life easy
the act of working together

person who organizes something

a lot of effort put into something
can be trusted

ignore, pay no attention to

don't wait

fell to a lower amount

producing a positive response
performing well

included inside

persuaded or inspired

looking for information

exciting and rare event

following set requirements

thankful

promise

effect

shows

document detailing purchases and money owed
most modern
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Lay off V.
Notice V.

outstanding balance Ad].

Pleasure N.
Postpone V.
preferred customer
Present V.
Professional Adj.
Profound Adj.
Punctual N.
reach me V.
Records N.
Regarding Adv.
Regret V.
Reliable Adj
Replacement N.
Representative N.
Resignation N.
Respected adj

Retirement N.
senior staff N.

Severance N.
Sharp Adv.
Skyrocket V.
Stock M.
Struggle V.
Sufficient Adj.
Support N.
T.B.A
Versatile Adj.
Welcome Adj.

take a job away from an employee (when he/she is not at fault)
document that indicates a change or event

money still owed

enjoyment

delay until later

buyer who comes back often

award something to someone

exhibiting suitable behaviour on the job

deep

always on time

find and talk to me

files that keep track of business matters

being about

feel bad

dependable

someone who fills the position of another

a person who acts on behalf of another person, company, policy...
the act of leaving a job position

considered good and honest

a permanent leave from the workplace (usually due to aging)

employees who hold high positions or have been working at the
same place for a long time

money paid to make up for a separation
exactly (in reference to time)

go up higher very quickly

share in ownership

work at with difficulty

enough

financial help

To Be Announced

with a variety of skills and abilities

(happily) permitted to do something
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