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IlepeamoBa

BosnoaiHHs aHTIIHCBKOI0 MOBOIO € YK€ BOKIUBUM JIJIT BCEOIUHOTO
PO3BUTKY OyJIb-SIKOTO 3700yBada BHIIOI OCBITH, a camMe JJI BXKHUTKY
1HO3€MHOI MOBHU B MOT0 MOBCSKJICHHOMY CIUIKYBaHHI Ta JyIsi MallOyTHBO1
YCITIIHOI camopeanizalli y ¢haxoBiit cepi.

MeToanuHi peKoMeHaallii Ta HaBYaJbHUIM MaTepiail Npru3HaYeH1 A1
ayIUTOPHUX 3aHITh Ta CaMOCTIMHOT poOOTH 3700yBayiB BHUILOI OCBITU
JIPYroro (MaricTepchbKoro) piBHsA BHINOI OCBITH cremiaabHocTe (G21
biorexHosorii Ta OloiHkeHepis (nucuuiuiiHa «lHo3eMHa MoBa (3a
dbaxom)»), 212 BerepuHapHa ririeHa, caHitapis 1 eKcrepTusa (qucuuIIina
«HayxoBa iHO3eMHa MoBay), H2 TBapunHuiTBO (IuciuiuiiHa «lHO3eMHa
MoBa (3a mnpodeciiHuM crpsamyBaHHsIM)»), G13 XapuoBi TexHOJIOTI]
(mucummurina «JlimoBa iHOo3eMHa MoBa (3a (axom)) MHAY nenHoi Ta
3a049HOI (POpM 3100y TTS BUIIIOI OCBITH.

BunganHs  miAroTOBAEHO  3TIHO 3 TpaHC(PEpPHO-MOIYJIBHOIO
cucremoro. Bono 3abe3neuye HaBUaIbHUN MaTepial /i1 BUBYEHHS MOYJIIB
«JlimoBa  mokymeHTamiss»  (temu  «Pestome.  ABToOGiorpadisy,
«CynpoBinauit auct», « CKOpoUeHHs y JII0BUX mmamnepax»), «Ha dipmi»
(Tema «BnamryBanHs Ha mocay. CniBoeciia»). MeToauuH1 peKkoMeHaalii
MICTATh 1H(OpMaIio, M0 JomoMarae 3700yBadaM BHIIOI OCBITH
PO3UIMPUTHU iXHIA aKTUBHUM CIOBHUKOBHU 3amac, Ha0yTH MPAKTUYHUX
yMiHb 1 HaBUYOK aHTJIMCHKOTO YCHOTO W MUCEMHOTO MOBIICHHS s
BUKOPHUCTAHHS y CBOIM MailOyTHI# mpodecii.

Ha xoxxHy TeMy MOyJIsl BITBOJAUTHLCS 2-6 TOJAUH ay TUTOPHUX 3aHSITh
Ta 10 16 roauH camMOCTIHHOT poOOTH. 32 pOOOTY HA AyJJUTOPHUX 3AHATTAX
3100yBad Moxke orpuMatu 15-30 Garis.

MeToau4Hi peKOMeH1allii MiCTSATh BUMOTH 10 CKJIaJIaHHS pe3ioMe 1
CYIPOBITHUX JUCTIB, 1X MPUKJIAAW, a TAKOXK Kiiiie 1 ppa3u 15 A1J10BOTO
JUCTYBaHHS aHTJIMChKOI0. KpiM TOTO, Y BUJaHHI HAJAHOThCS MOpagu s
YCHIIIHOTO  TPOXOJXKEHHS  CHIBOECIAM  aHTJINChKO  MOBOIO 3
poboromaBimeM Ha ¢ipMi. MeTow METOAWYHHMX pPEKOMEHAAIl €
CHCTeMaTH3aIlisg Ta KOHTPOJIb 3HAHb 3/100yBaviB BUIIOI OCBITH 13 TTOJJaHUX
TE€M, PO3BUTOK HABHYOK BUKOPUCTAHHA HAOyTUX 3HaHb [JIs BEICHHS
JJIOBOT KOPECIOH/ICHIIIT Ta CIMiBOECI 13 3aKOPJOHHUMHU MapTHEpaAMH U
pOOOTOIABIISIMH.

JIisi MArOTOBKM METOIWYHUX PEKOMEHAAIlli BUKOPHUCTOBYBAIHCH
MaTepiayid 13 HOBITHIX MAPYYHUKIB Ta MEPIOJUIHUX BUIAHb.



I. Business Documentation
1. Designing a Resume. Curriculum Vitae

What is the key to writing a successful resume? When you apply for a
job or wish to continue your education, you are likely to be asked to
present your resume or CV (curriculum vitae). This document may prove
crucial for your future, so special attention should be paid to the
appropriate style. What should a resume look like? First, it ought to be
easy to read: not too much material crammed (nmepenoBHeHuit) on a page,
easily headings (pyopukn), and if you prefer short phrases rather than full
sentences. Second, it ought to give your vital statistics: your name,
address. Third, the resume ought to suggest where you are headed
(cnpsimoByBatu) professionally. The ordering (BmopsakyBanHsi) of
information is important in the section on qualification and experience.
Generally, you want to put your most relevant and impressive
qualification list. If you have a lot of relevant work experience you should
list that before your educational experience. If you have only a little work
experience you will have to emphasize your education and its special
features.

What makes you different from any other student with your degree?

Have you had any specific research?

Do you have a number of honors (Haroposa)?

Finally, you need a section titled “References”, which either states that
references are available on request or lists your references’ names,
addresses, if these are particularly impressive. Before you list someone as
a reference, ask the person if he or she is willing to serve in this role. It is
impolite and potentially disastrous (karactpodiunmii) to list people
without their approval.

Task 1. Answer the following questions

1. What are the three vital pieces of information to be included in a
resume?

2. What are the stylistic features of a good resume?

3. What would you highlight in your own work experience (education)?
4. What are the possible tricks when you have to fill up the page?



Task 2. Translate the letter into English

[TanoBe, Sl Xouy mojaTu 3asBy Ha MOCaay OCOOHMCTOTO MOMIYHHMKA
TUpEeKTOopa 3 Mpoaaxy, mo Oyna orosomeHa B raseri «['apmian». Bu
o0avuTe 3 MOTO PE3IOME, 110 Ha MOIM TeNepilIHid poOOTI 1 BUKOHYIO HE
JIUIIE TOBCSIKACHHI 000B’SI3KU CEKpETapsi, a TAKOXK MPEJICTABISAIO HAIy
GbipMy Ha HEBEIIMKHUX 3yCTpidax 1 BUCTaBKaX. MeHe 0COOIMBO 3aIlIKaBUIIO
Barre orosiomeHHs yepes Te, 1o L N0cajaa Ja€ 3MOT'y 3HAMOMUTHUCH 3
HAWHOBIIIMMM JIOCSTHEHHSIMU B Tally3l 1H(QOPMAaIIHUX TEXHOJOTIH.
MeHe 1iKaBUTh PO3BUTOK KOMIT IOTEPHOT TEXHIKH 1 JIFOJH, III0 MAalOTh 3
HEl crpaBy. B paszi HEOOXIHOCTI S TOTOBUN MNPEACTABUTH OYIb-AKYy
neTtanbHy 1HQopMario npo cedbe. CrnopiBaloch Ha Bally MIBUJAKY
BIIIIOBI1/b.

3 nmoBaroro, Tapac Ocunuyk.

Curriculum Vitae aHIJIIHCHbKOI0 MOBOIO

Curriculum Vitae 3 JaTHHCBKOI OYKBAJIBHO TMEPEKIAAAETHCS, 5K
(CKUTTEBUHM NUISAX», alle B 3arajlbHOMy PO3YMIiHHI CHPUHAMAETHCS, SK
«pe3toMe aHTTIHChKO MOBOIOY. HacTo MOXHa 3yCTPITH Taky Gopmy, sK
«CVy». lle Mi>kHapoIHE pe3oMe, SIKE CIT1]] 3alI0BHIOBATH 10 BCIM HOpMaM.
Moro MoHa BUKOPUCTOBYBATH TSl BIALITYBAHHS HA POOOTY.

Pexomenaanii 10 pe3rome, ik 3alI0BHIOBATH i 10 NUCATH:

[lepuia yactuna “Personal details”.

TyT ciig mpaBUIBHO HaMMMCATH CBOE MTOBHE 1M’ 51, BKa3aTH TeJiehOHHI
HOMEPH, aJpecHu eJEKTPOHHOI TOITH Ta TMPOXUBAHHA, PIK
HapOHKEHHS, BIK, CTaTh 1 CTATYC.

Hpyra yactuna “Education”.

B 111l yacTUHI BU BKa3yeTe, SIKYy MA€TE OCBITY 1 B IKUX HABUAJIbHUX
3aKjajax HaBYaJIuCh MPOTAToM KUTTA. [lepepaxoByOThCS Tak caMo
Oynb-sIKl BiABIaHI Kypcu 1 cemiHapu. MojkHa BKa3aTH HasBHI
HABUYKU 1 TAIAHTH.

Tpers vactuna “Working experience”.

BoHa npononye BaM JOKJIaJHO TIepepaxyBaTH BC1 YCTAHOBHU, B SIKMX
BU TPAIIOBAJIM MIPOTITOM KUTTS 3 TOUHUM 3a3HAYCHHSIM JIaT.



Jesiki ¢ppa3u 1/151 3alI0BHEHHS pe3oMe:
«Cimeinui ctam» (Status):

3amikHsS — married

Onpy>xenuii — married
Heonpyxenuii, xonocra — single
B poznyuenni — divorced

Baoosa — widow

Bniseur — widower

[{uBuIbHUM 1ITFO0 — c1vil marriage

BAXKJINBO: VY wuactuni pestome «JlocBim pobotu» (Working
experience) BaMm CJiJ] mepepaxyBaTu Bci podecii, SKUMU BU KOJIU-HEOY b
BOJIOAUTH, HanpukiIaa: teacher, doctor, baby-sitter Torro.

YV rpadi «Ocoducti sikocti» (Personal details) nepepaxyiite Bci
TaJIaHTH 1 3/1I0HOCTI, sIK1 Y Bac €:

Po3ymuuii — clever
Bunaxigmusuii — resourceful
KmitnuBuit — quick-witted
Bukonapuuii — executive
[lynkTyansHuit — punctual
CnokiitHuit — calm
Bunaxignmusuii — resourceful
YBaxkuuii — attentive
Crapannuii — diligent
KoMnerenTHuii — competent



PERSONAL DETAILS
Name

Place and Date of Birth
Sex

Address

Marital Status.
Telephone Number
Email

Ar'nisa Khairanl Haningsin
- Burakarta, 19" December 1982
Female
- Jalan Srinarendro Ma. 15 Solo
- Single
0271 — 713130/ 085647183000
milllykha@hotmail. com

EDUCATION
& January 2012

« 2007

. 2004

v 2001

OTHER SKILLS

+ Microsofl Office
s Internet literacy

Bachelor Degree of Econamic at Universitas Sebefas Mdret
Major “Management

GPA :3.19.

Finished Senlor Highschool (SMA N 7 Surakaria)

Finished Junior Highschiool (SLTE N @ Surakarta)

Finished Frimary School (SO Ta'mirul Isiam Surakarta)

» Aclive Engiish with TOEFL ITF Scaore

WORKING EXPERIENCE
2011—Present
Februar 2011
2010 —Fresent
2070—-201

English Teacher al Aisyiyah ABA Baron Kindergarten
internship at BT, Danar Hadi Export Division s Marketing Staff
Acer Redemption Staff at APKOMINDC Expo Solo
Freelance at Rp.7 Communication and Adverising

ORGANISATIONAL EXPERIENCE

« Desember 2010
« 20082010
¢ 20082000
v 2007 — 2010

Producer aof PENTAS PANAS Teater Gadhang FE LNS
Secretary of Teater Gadhang FE UNS

Production staff of Teater Gadhang FE UNS

Tuter of Nusa Indah (literacy learning group




2. Cover Letter

B aHrmiicekiii Ai70BOT KOMYHIKAIii TpH TIOIIYKYy Ha BaKaHCIIO
NPUMHITO BIJNPABISATA HE TUIBKM pe3toMe 1 moptdostio, aie 1me i
cynpoBigHui auct. CynpoBiHUMN JIUCT aHTINCHKOIO (cover letter) — 1ie
OJTHOCTOPIHKOBHH JIMCT, SKMH KaHIWAAT BIAMNPABIISLE€ Pa3oM 31 CBOIM
pe3roMe MOTEHIIHHOMY pOOOTO/IaBIIIO.

3mict:

CynpoBigHui JUCT Ma€ JOMOBHIOBATH, aji€¢ HE KOIMIIOBAaTH PE3IOME.
Moro mera — Oimbll JeTalbHO PO3KPUTH iH(OPMAI[IO 3 pe3loMe i
OoOTpyHTyBaTu Oa)kaHHS TMPETEHJACHTAa OTPUMATH IOCaay, Ha 5Ky BIH
IPETEHAYE.

[IpaBuibHO CKJIAJICHUM CYNPOBIAHUN JUCT aAHTJIUCHKOID MOBOIO
JIOTIOMO>KE€ BaM JIOBECTH POOOTOJNABIIO, IO CaM€ BU 3aCIyrOBYETE
OoTpUMaTH podoUe MicCIIe.

10 mopan, Ik mUCATH CYNPOBITHUN JUCT

1. JlemanvHo susuims mekcm 6aKaHCii

Yacto poboTomaBelb BKa3ye UITKI KpUTEpii, SKAX HEOOX1THO
JTOTPUMYBATHCS B CYIPOBIIHOMY JHUCTI 70 pe3toMe. Lle moxe OyTu
PO3MOBIIE NPO cede y MOBUIbHIN (opMi, NpUKIAIXA poOIT Ta mopTdoio,
iHma crnerudiyaa iHGopmarris. Bei i BuMorn HEoOX1THO BpaXxOByBaTH
Ipu CKJIAJaHHI JIMCTa, B 1HIIOMY BHIAJIKy pPOOOTOJABEIb MOXE
BIJIMOBUTHUCS] PO3TJIA/IAaTH Ballle PE3IOME, AKIIO CYNPOBIAHUN JIUCT [0
HBOT'O HE OyJie BIJMIOBIAaTH 3asBJICHUM BUMOTaM.

2. Pobimb naconoc na Haguukax

JleTaqbHO OMNMUIINITH Ballli HABUYKU 1 BMIHHSA, sIKI OyIyTh KOPUCHI Ha
OaxaH1id mocaji. HaBeiTe mpukiaau, K BU 3aCTOCOBYBAJIU 111 HABUYKU
B MHHYJIOMY, SIK BOHHM JOMOMOIJIM BaM CIPABISITUCS 3 BaXKUMU
3aBJaHHSIMU.

3. [emanvno nosacuime nyHKkmu pesome

BukopucToByiTe CynpoOBITHUM JIUCT, OO OUIBII I€TAIBHO PO3KPUTH
OCHOBHI IIyHKTH Bamioro pesrome. Hampukiaz, e xopoina MOKIUBICTh
MOSICHUTH TPUYUHU 3MIHM POAY MiSILHOCTI a00 TPHUBAJIOTO TEPIOTy
0e3p00iITT, MO3HAYNUTH chepHr CBOIX MPOoQEeCIMHUX 1HTEpEeCiB.



4. O3naiiommecs 3 20MOGUMU NPUKIAOAMU T 3PA3KAMU

[lepmn HIK HanmMCaTH CYNPOBITHUMN JIUCT, MOIUBITHCS, K 1€ POOIATH
. Ile momoMoske BaM MpaBWIBHO CTPYKTYpYBaTH JIMCT, Mii0Opatu
BiANOBIHI (pa3u. OjHak, KO OyJieTe MPOCTO KOMIIOBATH TEKCT 13
MPUKIIAAIB, HE 3a0yIbTE MOMIHATH B HhOMY OCOOMCTI JIaHi: IMEHA, Ha3BH
KOMIIaH1M, ITOcaju, JaTH.

5. Peoacyume i nepesipsume

3a CynpoBIJTHUM JIKCTOM POOOTOaBEIh Oy A€ MPUUMATH PIlICHHS, YU
BApTO HOMY B3araji BiIKpUBAaTH Baille pe3toMme. SAKIOo B JUCTI OyAYTh
MOMUJIKM 1 HEKOPEKTHI (hOpMYJIIOBaHHS, BaC MOXYTh «BIACIATH» Ha
MEepIIOMY K €Tall, HaBITh SKIIO 32 HABUYKAMHU 1 JIOCBIJIOM BH 1/I€aJIbHO
niaxXoAuTe Ha nocaay. [lompociTe mpounuTaT Ball CynpoBIIHUHN JIUCT 200
BIJIMPABTE MOr0 Ha OLIIHKY PEKPYTUHTOBOMY KOHCYJIbTAHTY.

6. byobvme naxowiuHi

Po36wuiiTe muCT HA KOPOTKI Maparpadu i1 HE PO3BUBANTE OJIHY AyMKY
O1JIbIIIE HIXK Y IBOX-TPHOX PEUYEHHSIX. SIKIIO CYNPOBIHUM JIUCT 31aCThCA
POOOTOIABIIIO BAKKUM JIJII COPUNHATTS, 3 BEJIUKOIO WMOBIPHICTIO BiH HE
CTaHE PO3TIISAATH Ballly KaHAWAATYPY 1 BIAJACTh IEpeBary iHIIAM
KaH/IUIaTaM.

7. Tuwims minoxu npasoy

Y CcynpoBigHOMY JHUCTi, SIK 1 B pE€3IOME, HE BapTO JyKaBUTU 1
npukpaiatd. YecHO NMUIITh NPO CBIM JOCBiJA 1 OCBITY, OCKUJIBKH BCE II€
MOXHa TMepeBipuTH. HaBiTh SAKIIO BaM 1 BAACThCS MIOCHh MPUXOBATH Bif
po0O0TOIaBIIS, TO B MAaHOyTHBOMY, SIKIIIO BAaC BI3bMYTh Ha poOOTY, 0OMaH
y OyJb-IKOMY BUIIQJIKy PO3KPUETHCS.

8. Onuwimsv Kopucmo, Ky ModHceme npUHecmu KOMRAaHii

He mumiite mpo cBoi Bumoru Ta nodaxkanHs. [Ipo 11e Bac HameBHO Ha
CriBOECiIl 3aMUTaTh, TOMA1 1 PO3Ka)XKeTe, YOro YEKaeTe BiJ POOOYOro
MICIIS, 3apIUIaTh 1 Kap €pPHOrO 3pOCTaHHS. Y CYNPOBIAHOMY 3K JIKCTI
Kpalie BKaXiTh, IO BU CaMi MOXETE 3alpOIOHyBaTH KOMIIaHII SK
(daxiBerrp.



9. Ilepconanizyume nucm

He poscunaiiTe 0OJHAKOBUM CYHpOBIIHUM JIMCT y BCl KOMMaHIi
nocriuib. Jlo KoKHOTo poOOTOMABIA CKiIadalTe yHIKaJIbHE IOCIAaHHS.
Tak, 1e 3aiiMe OlJIbIIE Yacy, aje TaK BU MOKaXKETE CBOIO 3allIKaBJISHICTb 1
CepHO3HICTh HaMIpiB. SKIIO 11e MOXKJIMBO, JII3HANUTECS Ha CalTi KOMITaHii
a00 3a TeneoHOM 1M S Ta TTOcay 0COOM, BIAMOBIATBHOI 32 HAWM HOBHUX
CIIBpOOITHUKIB, 1 BKAXITh 11€ Y CBOEMY 3BEPHEHHI.

10. He nexmyiime cynpogionum nucmom

B aHrmoMoBHUX KpaiHax CYNpOBIIHUN JUCT € 000B’s13K0BUM. Lle He
IpPOCTO O3HAKa XOpOIIOro TOHY, BiH IOKa3ye Baily TMoOBary 1o
pOOOTOMABIIA 1 BTy IIUPY 3aIlIKABJICHICTD Y TTocajli. €auHa MpUuinHa He
HaJICUJIATH Pa30oM 13 pe3toMe CyIIpOBIIHUM JIMCT — 1€ BIJIMOBIIHA BUMOTa
JI0 BaKaHCIi, Ha SIKY BU BIATYKY€ETECH.

IIlo moBMHHO OyTH HA MOYATKY CYNPOBIIHOIO JIMCTA

[TouHITh CYNpOBIAHUN JIUCT 3 IPUBITAHHSI, aJIe YHUKaWTe (pa3u
To whom it may concern — e JIpaTIBIUBUN KaHIEISIPU3M, KU €
O3HAKOIO MTOTAaHOT'O TOHY.

VY nmepmioMmy ab3ari mo3HayTe METYy CBOTO JIMCTA: y JABOX CIOBax
OMUIIITh, YOMY BH BIJTYKHYJHCS Ha 1[I0 BakaHCito. Takox MoOXHa
PO3MOBICTH, JI€¢ B 3HAWNUIM 3rajKy Mpo BakaHCli a0o mocliaTucs Ha
JIOJIMHY, sIKa PO3IMOBLIa BaM MPO HET.

Hanpukaan:

Please accept this letter as my application for the position of... bynp
JackKa, pO3TISTHBTE 1I€H JIMCT 1 pe3t0Me B SIKOCTI BIATYKY Ha BaKaHCIIO. ..

Please accept this letter as my enthusiastic application for the position.
[Ipomy poO3rJISIHYTH 1€ JHCT B SKOCTI 3aIliKaBJIGHOTO BIATYKY Ha
BaKaHCIIO.

I learned of this opportunity from... 51 ni3HaBcs TMpo BakaHCI Bif...

I am very interested in pursuing this exceptional opportunity. 51 — nyxe
3aIliKaBJICHUN CKOPUCTATHUCS ITIEI0 BUHATKOBOIO MOYKJIUBICTIO.



My keen interest in this position stems from... Miit iHTEepec 10 1€l
BAaKaHC11 BUHUKAE 3...

I have pleasure in applying for the advertised position, as... I 6 XoTiB
pEeTeHAYBaTH Ha MOCay. ..

Currently I am working for... and my responsibilities include... 3apa3 s
MPAaIOIO B ... 1 3aMAIOCs TaM ...

Hpuxaan:

I wish to apply for the role of IT Manager, currently being advertised on
recruiting website. Please find enclosed my CV for your consideration.
A xotiB Ou mojatu 3asBKYy Ha BakaHciio IT-meHemxkepa, B maHuii yac
pPO3MIIIIEHy Ha PEKPYTHHrOBOMY caiTi. J[okiiamaro CBO€ pe3toMe s
BaIllOTO PO3IJISAY.

IIlo mae OyTH B cepeauHi CyMPOBITHOT0 JIMCTA

binbin geTanbHO ONMUIIITH CBOI HABUYKH Ta KBajli(ikailito. Po3kaxiTs,
SKUA y Bac JOCBIA B MiMl cdepi, SK BH CHPABISIACST 31 CXOXKUMHU
3aBJIaHHSMU PaHIIIe, SKUX JTOCITIIM YCHixiB. [10sSCHITB, K Ballli 3HaHHS ¢
YMIHHSI MOXYTb CTaTH B HAroJl KOMIIaHli, 10 $KOI BH XOYETe
BJIAIITYBATUCA. 3alpONOHYWTE KijbKa 17eH, SKi TOTOBI peaji3yBaTH
BijIpa3y ICJIs BCTYITy Ha MOCay.

Hanpukaan:

My professional experience is solid and well-rounded.
VY MeHe BenuKui J0CB1f Y 1iil mpodecii.

My primary focus involved... Most crierianizaiis — 1e. ..
This position represents a tremendous opportunity to continue my career
path. 111 BakaHCis SBIISIE COO0I0 BEIMKY MOXJIUBICTD JJISI MPOIOBXKECHHS

MO€1 Kap’ €pH.

I believe the combination of my education and experiences have prepared
me to... S BIEBHEHUH, 1110 MOSI OCBITA 1 TOCB1 MIATOTYBAJI MEHE JI0. ..



As you can see from my resume...SIk BU MOXeTe OauUTH B MOEMY
pE3IOME. ..

As indicated by my resume... Sk 3a3HaYEHO B MOEMY pE3IOME. ..

As a result of these experiences, not only am I qualified for this position,
I will thoroughly enjoy it! 3aBasiku MOEMYy JOCBiy s HE IMPOCTO
BIIOpAIOCSA 3 IIMMHU OOOB’SI3KaMu, aje 1 OyAy MpaIffoBaTh 3 BEIUKUM
3aJI0BOJICHHSIM.

Beyond my enthusiasm for this opening, I offer all the essential elements
it requires. JIo TOTO X 10 MOIr0O €HTy31a3My, S Ill€ ¥ BIANOBIJaK0 BCIM
3asIBJICHUM BHMOTaM.

[ firmly believe my experience, education and background would enable
me to make a significant contribution. 5 TBepaO BipIO, 1110 Miii JOCBiJ Ta
OCBITa JI03BOJISITh MEHI BHECTH 1ICTOTHUI BHECOK Y Ballly CIIpaBy.

It is a challenging position for which I believe I am well qualified. Baiiia
BaKaHCIs — 1€ CKJIQAHUN BUKIIUK, SIKUW S TOTOBUM MPHUIHATH.

My professional experiences are supplemented by...  Mii
npodeciiiHrui T0CB1 JOTIOBHEHO. ..

My goal is...  Mos meTa — 11€. ..
Hpuxaan:

As you can see from my attached CV, I have over three years’
experience in the IT Industry, and I believe the knowledge and skills built
up during this time make me the perfect candidate for the role. In my
current role as Senior Marketing Executive at Software Company X Ltd,
I have been responsible for increasing incoming client enquiries for our
B2B product lines by 156% in under 12 months, which helped the business
increase its revenue by 55% year-on-year.

Ak BU MoxeTe OauuTH 3 MOro pe3lome, s OUlbllie TPbOX POKIB
nponpairoBaB B IT-iHgycTpii 1 BBakaro, IO 3HAHHS Ta HaBUYKH,
HAKOTIMYEHI 3a I[ed Jac, poOJsITh MEHE 17eaIbHUM KaHIMJATOM Ha IT0



nocaay. Ha Moili HUHIIIHIN TOCa/l — CTApIIIOro TUPEKTOPa 3 MAPKETUHTY
MPOTPaMHUX MPOAYKTIB KOMIaHii X — s BIANOBIAIbHUI 3a 301IbIIICHHS
BXI1JIHMX KJIIEHTChKHUX 3anuTiB B B2B-namnpsamky Ha 156% 3a 12 Micsitis,
10 JTOMTOMOIJIO KOMIIaHi1 30UIBIIUTH CBOIO BUPYUKY Ha 55% B piyHOMY
OOYHCIICHHI.

IIlo moBMHHO OyTH B KiHIi CYPOBITHOI'0 JIMCTA

Pe3tomyiiTe Bce BUIIECKa3aHe 1 3HOBY MIABEIITh JTUCT J0 MPHUYHH, IO
MOSICHIOIOTh, YOMY BH MIAXOJHWTE HAa If0 Iocanay. TakoX y BHUCHOBKY
MOXHA 3TrajiaTH, 0 BU XOTLIU O 0COOUCTO 3yCTPITUCS 3 POOOTOIABIEM 1
ORI JOKJIATHO PO3IOBICTH MPO CBiM AOCBiA 1 MpodeciiiHi HaBUUKH.
[Ticis bOro BBIWJIMBO IOMPOIIANTECs.

Hanpukaan:

... provides the opportunity to accomplish this goal. nae
MOJKJIUBICTH JOCATHEHHS I[1€1 METH.

Let me thank you in advance for your consideration. ~ J|03BOJbTE MEHI
3a371aJIeT1Ib MMOIIKYBATH Bac 3a PO3TIISI MOTO PE3toMe.

Thank you for considering me for this very important position. Crnacuo0i,
10 PO3MIISAAETE MO0 KaHIUIATYPy Ha TaKy BaXKJIUBY IOCay.

Thank you for your time and consideration of my resume and
qualifications. JIsKy10 3a BUTpau€HUN HA PO3TJISAI MOTO PE3IOME Yac.

I look forward with enthusiasm to an opportunity for an interview.
3 HETEePIIHHAM YeKato MOXKIMBOCTI IPOUTH criiBOECiTy.

I am very excited to learn more about this opportunity and share how [
will be a great fit for X Company. 51 nyxe paauil Ai13HATUCS OUIbIIE PO
TaKy MOIJIMBICTh 1 PO3IMOBICTH, YOMY s 100pe miiiay Jjsi poOoTH B
KoMraHii X.

I believe this is a position where my passion for this industry will grow
because of the opportunities provide you for your employees. 51
BIICBHCHUH, 110 Ha I IOCaJll MOE 3axXOIUICHHA i€l cdeporo Oynae



TUIBKA 3pOCTATU 3aBISKH MOXJIMBOCTSM, SKI BH HAJA€ET€ CBOIM
CIIBpOOITHUKAM.

If I am offered this position, I will be ready to hit the ground running and
help the X Company exceed its own expectations for success. SIK11o MeHe
BI3bMYTh Ha ITI0 TTOCay, 51 OyIy TOTOBHI B3STHCS 3a CIIPaBy 1 JOTIOMOTTH
KommnaHii X JOCSTTH ii 1iei.

I would appreciate the opportunity to meet with you how to discuss my
qualifications will be beneficial to your organization’s success. byny
BJISIYHUI 32 MOXJIMBICTH 3yCTPITUCS 3 BaMu, II00 OOTOBOPUTH, K MOI
HAaBUYKUA MOXKYTh BUSBUTHCS KOPUCHUMHU JJIS BAIIO1 KOMITaHii.

I will call you next Tuesday to follow up on my application and arrange
for an interview. 51 3atenedoHyr0 BaM HACTyIHOT'O BIBTOpPKa, 100
JI3HATUCS TIPO CTATyC MOET 3asIBKU 1 JIOMOBUTHUCS MPO CIiBOECiYy.

Hpuxnan:

I am confident that I can bring this level of success with me to your
company and help IT Company LTD build upon their reputation as one
the FEnglish fastest-growing software houses. With my previous
experience and expertise, I believe I can start actively contributing to the
business as soon as possible. Thank you for your time and consideration.
I look forward to meeting with you to discuss my application further.

S BHeBHEHWM, IO 3MOXKY IPHHECTH YCIIX Balrii KOMIaHIi 1
JOIIOMOTTH 1l 30€perTd CBOIO pemyTallilo SK OJIHIEl 3 HaWOUIBIINX
aHTJIIMCHKUX KOMIAHINA 3 pO3pOOKU MPOrpaMHOro 3abe3rneyeHHs. 3 MOiM
JIOCBIIOM 1 3HAHHAMHM 51 SKOMOTA INBHUIIIE MOXY IOYaTH AKTHUBHO
pO3BUBaTH KOMIIaHito. J[sKyro 3a Baml 4ac 1 yBary. Sl 3 HETEpIHiHHSIM
YyeKaro 3yCTpidl 3 BaMH, 1100 AeTaabHIIIe OOTOBOPHUTH MOKO 3a5BKY.

IpuxJian CynpoBiiHOro JucrTa

[0] Dear David:

[1] Mary Andover, CEO of Ridgecroft Paper Distributors, advised me to
contact you about career opportunities in executive management. Mary is
my former employer, and she recommended you as a recruiter whose
professionalism she respects.



[2] I’m interested in any turn-around executive situations you may be
representing. In particular, I’'m skilled at serving as an adviser to the
Board. IT 1s the industry in which I have the most experience; I could also
work effectively within neighboring industries such as aerospace and
biotech.

[3] Thank you for reviewing my attached resume. Please contact me; I’'m
available for interviews immediately.

Sincerely,
Daniel Wood.

3. Abbreviations in Business Letters

B teopii odimiitHO-n1JIOBUN CTUIb Tependadae TMOBHI PO3TOPHYTI
PEUYEHHS, OJIHAK YMOBH Cy4aCHOTO CBITY JUKTYIOTh JICIO 1HIII TpaBUIa.
Temm, mBuaKUil pyX Ta MEpeHACHUYEHICTh 1H(GOPMAIIEI MPU3BEIH 10
TOTO, 1110 Y JIJIOBOMY JIMCTYBaHHI MOKHa BUKOPUCTOBYBAaTHU CKOPOYEHI
BapiaHTH ¢pa3.

Toxx HWXK4Ye MOJAHWI CHUCOK HaM4JacTilie BXKMBAHMX CKOPOYEHb 1
abpeBiaTyp aHIJIMCHKOIO:

« Mr. (mister) — micTep;

« Mrs. (mistress) — Micic;

« Dr. (Doctor) — noktop;

 St. (Saint / Street) — cBATHII UM BYJIUIIS;

« Blvd. (boulevard) — 6ynbBap;

« Ave. (avenue) — NpOCHEKT;

« Sq. (square) — mwIonia;

« Rd. (road) — nopora;

. Bldg. (building) — 6ynaiBns, Oy AHMHOK;

. B.Sc. (Bachelor of Science) — 6akanaBp Hayk;

« M.A. (Master of Arts) — MaricTp MUCTEITB;

« Ph.D. (Doctor of Philosophy) — kanauat Hayk;

« M.D. (Doctor of Medicine) — TOKTOp MEIUYHUX HAYK;

« Co (company) — KOMIIaHis;

« PA (personal assistant) — 0coOUCTHI TOMIYHUK;

. Appx. (appendix) — 101aTOK;

. Re. (reply) — BiamoBizap;



. CAO (Chief  Administrative Officer) @ —  KepiBHHK
aMIHICTPATUBHOTO BIJIJILIY;

« CEO (Chief Executive Officer) — ronoBHui BUKOHABYUNA TUPEKTOP
(reHepasibHUN TUPEKTOP);

« HR (human resources) — Bigaia mo poO0TI 3 IEPCOHAIOM;

. HQ (Headquarters) — rojoBHe yrpaBIiHHS KOMIIAHII;

. LLC (limited liability company) — TOBapucCTBO 3 OOMEXEHOIO
BianoBigansHicTIO (TOB);

 IT (information technology) — iHdopmaIiiitHi TEXHOJIOT1I;

. smth (something) — mocs;

« smb (somebody) — XTOCH;

« Vs (J1aT. versus) — NpoTH;

« exp. (export) — eKCIOPT;

. etc. (n1at. et cetera) — Ta 1HIIIE.

II. At the Company
1. Job Placement. Interview

From Earnest’s point of view, the interview was going very well
indeed. Six days before, he had applied for the job, with a small business
company and now one of the directors was interviewing him. The
advertisement had invited applications from ambitious young men who
would like to travel abroad if necessary and who wouldn’t mind working
irregular hours. Earnest had tried very hard not to say anything silly and
the director seemed most impressed. — You say you are not married, Mr.
Revees, the director said/ — No, sir, Earnest answered, I am getting
married next June, but I am sure my future wife won’t have any objections
to my keeping irregular hours. — I see from your application form you
have worked as a salesman two years. Why do you wish to change your
job? —1I found the work too dull, sir Earnest answered. That is a pleasant
change _the director said. Most young men these days seem to want dull
jobs. The first question young man asked me is whether the job I am
offering carries a pension. They want to retire before they start. — Does
the job carry a pension, sir? _ Earnest asked anxiously (3aHemOKO€HO).

Task 1. Answer the following questions
1. Your friend is going to have a job interview. Give him advice how to
behave before and during the interview.



2. Reproduce the dialogue between an applicant and an employer.

Task 2. Translate into English

1. TlpaBunbHuit BUOIp mpodecii — IyXke BaxJIuBa pid sl KOXKHOI
moauHU. 2. B Hail yac Xopomil ChemiagicTd KOPUCTYHOTHCS BEJTUKUM
nonutoM. 3. Ha mMoio aymKy, cydacHa JroJauHa HE MOXKe 00iiTHCs 0e3
3HaHHA 1H03eMHOI MOBH. 4. SIky 0 mpodecito Bu HE oOpaliv, BaM MOTPIOHO
MOCTIMHO PO3IIMPIOBATH CBill Kpyro3ip. 5. HaBuatouuch, MU pO3BUBAEMO
BMIHHS Ta HaBUYKH. 6. S pexoMeHAyr0 BaMm MmaHa Mimiepa sK mdyKe
BIIMOBIJIAJIbHY JIIOAUHY. 7. SI Xouy Ji3HAaTHCS NMPO YMOBM Ipali Ha
BaloMy 3aBojii. 8. HemogaBHo st mob6aunB 00’siBY po HailM Ha poOoTYy,
sgKa MEHE JyKe 3alikaBmwia. 9. Miit apyr 30upaeTbcsi 0OIMHITH BHCOKY
nocajay 1 po3yMi€ BCHO BIAMOBIAAIBHICTh IbOTO KpoKy. 10. S Bupimus
cTaTy (PIHAHCUCTOM, OCKUIBKH JIMCHO IIKABIIIOCH III€I0 CIPABOIO.

CniB0Oeciga aHraiiicbK0oI0 MOBOIO: MUTAHHA 1 BiAnmosiai

CmiBOeciny aHTIIMCBKOIO JOBEAETHCA TMPOUTH KOXKHOMY, XTO
30UpAETHCS BIAIITYBATUCS Ha POOOTY B aHIIIOMOBHUX KpaiHax. Kpim
TOro, JEesAKI KOMIIaHii TMpPOBOAATH CIIIBOECIAy aHIJIIMCBKOIO0 IS
KaHAUJATIB HA MO3UIlIi, Ha IKUX I[I€}0 MOBOIO TTOTPIOHO CHIJIKYBaTHUCH 3
KiieHTamMd. Ha 1ipoMy eTami y OiJbIIOCTI MPETEHJICHTIB BUHUKAIOTH
npo6siemu. IloroBopumo OiIbIl AETATBHO MPO TE, SIK MPOXOJUTH
1HTEpB 10 aHTJIIMCHKOIO 1 0 MOTPIOHO BpaxyBaTH MPH MATOTOBIII.
YacTo 3/100yBadiB MpU CHUIKYBaHHI 3 pEKpyTEpaMu MiABOJUTH came
camoripe3eHTailis. JItoau MOYMHAIOTH MaHIKyBaTHU, TyOUTHUCS, 3a0yBaTh
cioBa 1 ¢pasu, SKi B IHIIMX yMOBaX HiKojau 06 He 3a0ynu. Lle mpoGiaema
HeMpaBWILHOIO HacTpoto. Ilepen Tum sk 3B’ s13atucs 3 HR qiis ciiBoeciin
anrmiicekoro B IT abo iHmux cdepax, mam’stainre, mo:

. Bame pestome 3amikaBuio poOOTOMABIL, TOMY HE TUIBKA BH

3aIllKaBJjI€HI B 111i1 poOOTi, ajie 1 BOHA B Bac;

o CynpoBigHuN JHUCT BU TEXK MNHCAIM HE PIIHOIO MOBOIO, Bac
BiIMIHHO 3po3yMian 1 HR Bke po3yMiroTh, 110 Baill piBE€Hb 3HAHD
JIOCUTH BUCOKHM;

« MoXIHuBO, BY BXKE CIIUIKYBAJINCS 3 MOTCHIIIMHUM pOOOTOAABIIEM 10
TenedoHy abo ckaiimy, 1 YCIIITHO MPOUIILIN 1Ie# eTaIl.

[Tam’siTaiiTe, 10 10 MOMEHTY CITIBOECIIU BH BXK€ BHUPILIWIM BiJpaszy
KUTbKa BaXXJIMBHX 3aBJaHb, TOMY pOOOTOAaBElh MIAXOAUTH JO Bac 3
MEeBHOIO OBIpoto. HaliromoBHile — He HEPBYBATH 1 PO3YMITH, IO AKIIO



BaC 3allpOCUJIM Ha cmiBOeCily Ha poOOTYy aHIIIHCHKOIO, 1€ BXKE BEJIMKA
nepeBara. Hanmamryiite cebe Tak, sIK HIOU TJIAHYETHCS MPOXOKEHHS
CTaHJapTHOTO iHTepB 0. Ile BaM momomMoxe.

Sk npaBUIILHO MIATOTYBATHCH?

Ilepen cmiBOECiIO aHTIIHCHKOK MOBOIO J1AJIOT BAapTO OIPAIFOBATH.
Po3riisitHeMO YOTHUPU OCHOBHI aCHEKTH, SIKUM TOTPIOHO MNPUIIUIATH
0CcOOJIUBY yBary mepen iHTeps’1o.
IIpoaymaiiTe muTAHHA i BigmoBixi

Sk nmpaBuiio, aiangor Ha cmiBOecCil i€ 3 MUTaHb B MpodeciiiHiii cdepi.
[TocTapaiitecst maTv BC1 BIAMOBIAI HA MOXKJIMBI 3alIUTaHHS 3a3/1aJIET1/Ib,
e 10 chiBoeciiu. Jkux came 3HaHb MOXe TOpKHyTHUCS nepeBipka HR-
MEHe Kepa 1 sIKi TMTaHHS 3a Balllo0 MisSJIbHICTIO BiH Moke 3amaTtu? Lle
JacTh BaM MeBHY (opy.
IIporoBopiTh NMTAHHA

BignmoBimi Ha mutaHHA Ha cmiBOECiAl aHIIIHMCHKOIO HEOOXITHO HE
TUTBKY TIPOAYMaTH, ajie 1 mporoBoputH. Halikpartie 3poOuTH 11€ 3 KHUMOCH
13 pIIHUX YU 3HAHOMHUX, aJie MOXKHA 1 iepe 13epkaioM. [lomparroiite Haja
dbopMyJIFOBaHHSIMHU 1 BHU3HAUTE TEMII MOBH, SKHM MiIXOAUTh BaMm
Hanoubmre. [Ipu mpoxomkeHH1 CriBOECIIM aHTIIHCHKOI0 MOBOIO OaraTo
XTO HAMaraeThCs MOKa3aTH CBO1 3HAHHS, B3SIBIITN 3aHATO MIBUAKANA TEMII.
HeoOoB’s13k0BO TOBOPUTHU 3aHANATO IBUIKO, HAaBHAKH, II€ MOXKE
BUKJIMKATH TPYJHOIII B KOMYHIKAIlli 3 MEHEHKEPOM 1 BaM MOXe OyTH
CKJIaHO (hOpMYyJITIOBaTH AyMKH. ['OBOPITH Tak, SIK BaM 3py4HO.
BraxiTh CHJIbHI CTOPOHU

Ha cmiBOeciai aHrIiHCbKOI0 BaM MOTPiOHO OyJie MpeIcTaBUTH ceOe K
daxiBig B CBOii cmpaBi. ToMy CIHMCOK BalluxX TEpeBar sk KaHIuJaTa
HEeOoOXiqHO  OOMIpKyBaTH  3a3jajierigb. Pekpyrepu  000B’S3KOBO
3aMUTal0Th, YOMY caMe BU HaWKpalle MaxoauTe s i€l mocaau. Bina
IOI0 MOXE 3aJIekKaTHu yCHiX B MpUoOMI Ha poOOTy abo B mepexiajl B
3aKOpAOHHY (im0 KoMmImadii. [ modyaTky Bi3bMITH apKyll Mamepy i
3aMUIIITh BCI TTIOCH, SIK1 3MOYKETE TIPUTAIATH:

« OCBITY;

« JIOCBIJ poOOTH Ha aHAJIOTIYHIN MOCaIi;

o HAaBUYKH Ta BMIHHS;

« HAropoJid Ha poOOYOMY MICIIi.
KosxeH myHKT, IKuii BU BKa)KeTe, HEOOX1JHO apryMEHTyBaTH. PO3KaXiTh
npo Te, SK BU MpaIfOBaIM Ha aHAJIOTIYHUX II0Cajax, MOKaXiTh CBOI



3HAHHS, MOXJIMBO, 3rajaiTe II03allTaTHI CHUTyallli, SKI BJaJOCH
JIKBIyBaTH 3a BaIllOK ydYacTio. SIKIO Bac 3a0X0YyBaJIM 3a XOPOIIY
po0OOTYy, MPO 1€ TaKOX MOTPIOHO PO3MOBICTU. AJle BelMKa ITOMMIIKA
KaHJWJIaTIB — BOHM MPUJUISAIOTE PO3IOBIAI MPO CBOI IepeBard 3aHaaTo
Oarato yacy. Bignosiai i apryMeHTaiisi noBUHH1 OyTu jakoHiuHuMu. HR-
MEHeDKepy He HMOTPiOHO PO3HOBiZaTH Hpo ILTIOCH Lily roguy. Momy
BAXKJIUBO, K BU MojacTe cebe sk kaHauaarta. s po3moBilii Mpo CBOI
YCITIIXUA BUCTAYUTh 1 KUUIBKOX XBUJIMH.

Bxkaxith c1a0Ki CTOPOHH, IKi BAAJIOCH MO10JIATH

Sk BiJIOMO, 1/IeaIbHUX KaHAWJATIB HEe OyBa€, 1 y KOXKHOTO € IeBHI
Henoniku. Tomy OyapTe yecHi 3 coboro 1 (axiBuem, 3 SIKUM Oyje
MPOXOJUTH 1HTEPB’10. SIKIIO BU PO3MOBICTE POOOTOMABIIEBI IIPO
npoOJieMu, sIKI BIAJIOCA TOJ0JIaTH, BM HE MOKaxeTe cede CIabKuM.
Hagmaku, pekpyTep cupuiiMe Bac sk dhaxiBlis, SKUH HE COPOMHUTHCS CBOIX
po6Jiem 1 60poTHOH 3 HUMHU. Lle BaXKJIMBO, OCKITBKH KOMIIAH1sIM MMOTP10HI
CIIBpOOITHUKH, SIKI TOTOB1 J0JIATH CBOI MiHYCH.

IIpo o roBopuTH Ha cuiBOeciai?

OTxe, HacTaB JiIeHb X 1 BaM JOBEACThCA IPOXOAUTH 1IHTEPB 10. Bu Bke
NiAroTyBanucs, ToMy 0e3 maHiku! Po3risiHeMo OCHOBHI OJIOKH, 3 SIKMX
CKJIaJIalOThCSl Takl cCHiBOeciin 1 po30epeMo BIAMOBIAI HA HE3PYUHI
3aMUTaHHS.

Tell me about yourself. — Po3nosigs npo cede

[lepmie, 110 BaM 3alpOIIOHY€E€ PEKPYTEp — PO3MOBICTH Mpo cede
aHTTChKOIO Ha criBOecil. [e mysxe BiAMOBIIATbHUN €Tall, aJKe MepIie
nuTaHHg GOopMy€e AYMKY MPO Bac B IIOMY. SKIIO BU BHOpaeTecs 3 UM
3aBJIaHHSIM, 3aCIIyKUTE Beanue3Hui 0onyc, 1 HR moxe npobauntu nesiki
NOMUJIKA B TMOJANBIIOMY, SKIIO BH 3MOXETE CIPABUTH HAa HHOTO
BpakeHHs. [laM’sTalite, mijg yac po3noBial Mpo cede Hi B IKOMY pasi He
MOXHa TOBOPUTH TIpo ocobucte. Pexpyrepy Oanmyxe, SKUX TOMAIIHIX
TBapWH BU TPUMAETE, UMM 3aiiMa€eTeCs Mo3a poOOTOI0, 1 SIKUM yIr00JIeHUI
MYJIBTHK Yy Ballioi JOYKUA. ['OBOpUTH HEOOXi1AHO MPO NpOodeciiiHi SIKOCTI.
KopoTko BigpekoMeHayiiTe cede, po3KaxiTh MPO HACTYITHI MOMEHTH:

« SIKHH y Bac J0CBig poOOTH;

B SKMX KOMIAHISX BH MPAIFOBAJIHN;

o Ha SAKIA mocal.

Hanpukaan:

I’'m an HR manager with 5 years of experience for Fortune 500



companies. — A HR-meneodcep 3 0ocsioom pobomu 5 poxie, i npaurosas
6 Komnauiax 3i cnucky 500 Haubinbwux opeaHizayiu  ceimy.
Ile nakoniuHa Ta iHQOpPMATUBHHI BIANOBiAL. bakaHo Ha3zBaTh Xoua 0
KUJIbKa KOMIIaHi, B STKUX BU paHiiiie MpaItOBaJIH.
VY upomy 610111 pekpyTep MOXke 3a1aTu nuTanHs: what is your educational
background — sika y Bac ocBiTa? Bu Bke BkasyBaiu 10 1HGOpMAIIiO B
pe3roMe, aje po3IoBijaryu npo cede, Kpale 3rajatu mpo e e pas, i,
MOXJIMBO, TIPEACTABUTH PEKPYTEpPy MiATBEP/KYIOUl JOKYMEHTH —
aurioMu, ceptudikatu 1 T.4. [IpubnusHa BiANMOBIAR OyJe HACTYITHOIO:
I graduated in (zany3i IT, Engineering) from (nazea HA84aIbH0O20
3aknady) — A ompumaeé oceimy 3a cneyianbHicmio ... 8

I completed a B.A. in Physics at California University. — 5 ompumasg
Haykogy cmyninb 6akanaspa 3 @izuku 6 Yrnisepcumemi KanigopHii.
BianoBijiaroun Ha MUTaHHS MPO OCBITY, PO3KAXKITH HE TUIBKHU MPO IIKOTY
1 By3l, sSkui 3akiHuniau. BinBimyBamu ¢axkynbTaTuBu (extracurricular
activities)? IToBimomte HR-Menemxkepy npo 1e. [Ipoxoaunu mpakTuky
(internship)? Ile BaximBa iHdopMarlis. Un maeTe MOCBiJ BUCTYNy Ha
Oynp-sikux koHpepeHIsax (conferences)? He 3abynpTe mpo me 3ragatw.
[lam’aTaiiTe, pekpyTepa IiKaBUTh B IEpITy 4Yepry mpodiabHa OCBITa.
Hampukias, sKIo B BJIAIITOBYETECS B KPIOIHT 1 OTPUMAIIU JTUTIIIOM Y
cdepl CyAHOIUIaBCTBA — II€ BaXJIMBO. SIKIIO MPU LIbOMY BH MPOUIIUIH
KypPCH aHTJIHCHKOT MOBH — II€ BXKJIMBO. SIKIIO BY MapasieIbHO BUMIIHCS
Ha KIHOJIOTa — 11€ PEKPYTEPY HE I1KaBO.

What are your strengths and weaknesses? — fIki Bami cuibHI Ta
cJ1a0Ki CTOpOHH

SIK MU TOBOPWIIM BMIIE, IPU MiATOTOBIII HEOOX1THO O/pa3y MpoayMaTu
CIIMCOK CBOiX CHJIBHMX 1 cinabkux ctopid. IIpu cmiBOecimi Ha poOOTY
aHTINCHKOI0 Bac 00OB’A3KOBO Tpo Iie 3amuTaroTh. llepina mepeara
OyIb-sIKOTO CIIBPOOITHUKA — JOCBiA. PO3KaXiTh PO HHOTO JOKJIAIHIIIIE,
HaIPUKIIA;

I have spent the last five years developing my skills as a customer service
manager for ABC Inc., where I have won several performance awards
and been promoted twice. — Ocmanni 5 poxie s NoaANULY8a8 HAGUUKU
MeHeodicepa 3 obcayeosysanHs Kiuieumie 6 komnarii ABC Inc., Oe 6ys
KLIbKA pasieé HazopooiceHUll 3a 8I0OMIHHY pobomy i 08iui 6y6 niosuweHUlL
Ha nocaodi. YTpuMmaiitecs BiJl po3MoBiied mpo poOoTy, sika HEe Oyia
MOB’A3aHa 3 MOCAJ0l0, HAa SIKY BM XOYETE BJAIITYBATHUCS B 1HO3EMHIM
KoMmmanii. Pekpytepy mikaBuid, B mepiry 4yepry, npo@eciiHui T0CBi.
3ragyiTe roJoBHI MiICIld poOOTH B BAIlIOMY JKHTTI, HA SIKUX BU JOCSTIIH



HaWOUIBIINX YCIIXIB. Y HUKATE HEKOHKPETHUX (Ppa3, TAKUX SIK ‘s OaraTo
YoMy HABUMBCS Ha 11 poOOTI”, TOBOPUTE KOHKPETHO, YOMY CaMe BHU
HaBuMIKCA. | HE BapTO MOBIIOMIISITH TIPO TE, YK MOA00aIacs BaM 1ocaa,
Ha SKIM BU mOpaIoBaiud. YTpumailTecss Bii CyO €KTUBHUX OI[IHOK.
Akmo y Bac HeMae mpodeciiiHOro JOCBiAY 1 BU TIJIbKHM MOYMHAETE
mpaioBaTi B AaHid cdepi, goBeaeTbes nepekoHatu HR-menemxkepa B
TOMY, II0 BU HE TUIbKHM 3alllKaBJICH1, ajie¢ 1 AIMICHO TOTOBI JO POOOTH.
Hanpuknan:
Although I love my current role, I feel I’'m now ready for a more
challenging assignment and this position really excites me. —
Hessaorcarouu na me, wjo meni nooobaromscs Moi nomoyni 0008 "a3Ku, 5
8i0UY8aI0, Wo 20MosuUll 00 OLIbU BIONOBIOAILHUX BUKIUKAM | Ys poboma
Mene Oiticno Haouxae. OO0B’I3KOBO PO3KAXKITh PO CBO1 CHJIbHI CTOPOHH.
Tyr He mnoTpiOHO CKpOMHOCTI, OcCKUlbku HR-meHemkep mnoBUHEH
3pO3yMITH, 11O BTPATHTh KOMIIaHisA, SKIIO HE Bi3bME Bac Ha PoOOTY.
Hanpuknaz, BapTo 3rajatv Taki siKOCTi:

. flexible — mBuaKO 3BMKarO 10 HOBUX 00OB’SI3KIB;

« hard working — nparnroBuUTHII;

. outgoing — KOMYHiKaOelIbHUMN, JOOpE 3HAXOJXKY CIUIbBHY MOBY 3

IHIITAMH JIFOIbMU;

 dependable — HamiitHuUi;

. honest — yecHmii;

. ambitious — aMOITHHUI;

. a team-player — “koMaHmHUN TpaBelb , AOOpe ananTyrocs B

KOJICKTHBI;

. a seasoned specialist — paxiBenp 3 JOCBIIOM POOOTH.
[Tam’siTaliTe, Bamn TmepeBard MOBWHHI OyTh aprymeHToBadi. He
000B’3KOBO MEPEPAxOBYBATH BC1 CBOI IKOCTI, TIOCUTH 3-4, sIKi BU MOXKETE
MEPEKOHIIUBO OOrpyHTYBaTH VTSt pekpyTepa.
besymoBHO, Bac 3amutaroTh 1 mpo Hedodikud. Koxken HR 3Hae, 1o
17IeaTbHUX IPETEH/ICHTIB HE OyBa€. by IbTe YecH1, pO3KaXKiTh IPO MIHYCH.
Ane Oynb-sIKMU HEJOJIK MOXXHa YSBUTH, SIK TepeBara, HampUKIaI:
I sometimes am slower in completing my tasks compared to others
because I really want to get things right. I will double or sometimes
triple-check documents and files to make sure everything is accurate. —
11001 51 MOdHKICY pOOUMU pOOOMY NOBIILHO, AJle Ye MOMY WO 1 HAMA2arCs
3pobumu ii npasunvro. A moocy 06iui, a iHOOI I mpuyi nepesipsmu
O00KyMeHmu, Wob nepeKoOHaAmucs, wo 80HU 0QOPMAEH] NPABUTILHO.



Where do you want to be five years from now? — Jle 0 Bu xotiiu
ONMHUTHUCH Yepe3 I’ ATh POKIB?

Onne 3 HaAWMIACTYMHIIIUX TUTaHb Oylb-sKOi cmiBOeciau. ['ojoBHE
3aBnaHHa HR-meHemkepa — 3p0o3yMmiTu, 4d OB S3y€ 3700yBad cede 3
11€10 poOOTOI0 200 po3rsAace ii, SK TUMYaCOBUM BapiaHT, ‘“TpaMILIIH .
Taki ciiBpoOITHUKM KOMIIaHIsIM HE TIOTPiOHI, TOMYy MOTPiOHO TOKa3aTH,
0 BU TYT BCepilo3 1 HajoBro. besymMoBHO, BiJl Bac HIXTO HE BHUMarae
a0COJIIOTHOI'O IPOTHO3Yy CBOro MakOyTHhOTro. I'0JIOBHE 3aBHaHHS
3100yBaya B IIbOMY OJIOIII TTOJISTAE B TOMY, 11100 JOHECTH, 1110 BiH TOTOBHIA
IpaloBaTd Ha LbOMY pOOOYOMY MICI TPOTSATOM TPHUBAJIOrO Yacy,
PO3paxOBY€ TMOJIMIIEHHS! CBOIX MOPOQEeCIiHUX HABUYOK, TOTOBUU [0
PO3BUTKY, 1 0axae 3po0uTH Kap’ €py. BiAMmoBias Ha 11e TUTaHHS MTOTPIOHO
nouatu Tak: I would have preferred to ... — Ha moti wac s 6 xomis ...
PexpyTepy cioo0aroThesl BIIMOBI/II:

. to improve skills — mokpanuT HaBUYKH;

.« to be more productive — miABUIIUTU TPOAYKTHUBHICTb;

. to achieve a higher position — qoMorTHcs MiIBUILEHHS B ITOCAIi;

« to build a career here — 3podutu kap’epy;

. to take on interesting projects — peajii30ByBaTH 111KaBl TPOEKTH.
SKI10 BY MOKaXKeTe, 110 HAJAIITOBaH1 MMPAaIfoBaTH B 111l KOMIIaHii JOBTO,
11e CepHO3HO MiABHUIIUTE Ballll IIIAHCH HAa OTPUMAaHHSI TTOCAIH.

Please give me an example of a time when you had a problem with a
supervisor/co-worker and how you approached the problem. —
HapeniTh mnpuk/ang BHUpilIeHHA MNpodjeM 3 KepiBHUKOM a0o
CHiBpPOOIiTHUKAMHU.

Ha >xanb, Ha poOOYUX MICISIX HE 00XOAUTHCS 0€3 KOH(IIIKTIB, 0COOJIHUBO
B KOJICKTMBAx, SIKi BIIJIaHl CBOiMl CIpaBl 1 MarOTh Pi3HI MOTJSAAA Ha
PO3BUTOK ITpoeKTy. CriocoOu BUPIIIEHHS pO301KHOCTEH — OJTHA 3 KpalluX
XapaKTEPUCTUK SKOCTeW mroauHU. ToMmy Takl TUTaHHS PEKPyTEpHU
3a1al0Th JIOCUTHh 4YacTo. HameBHO Taki mpoOiemMu BHHUKAIM 1 Yy Bac.
Po3kaxiTe pekpyTepy, SK BH iX BHUPIIMIWIA. 3HOBY X TaKd, HE BapTO
PO3MOBIATH TPUBAIY ICTOPiIO MPO Te, SIK KOHQIIKT HIe KOPIHHSAM B
CTapojJaBHI 4yach. Bce 1m0 Bi Bac BHUMAara€TbCcsi — KOPOTKO OIHCATH
MPUYUHY 1 3aX0JIH, SIK1 BU 3pOOMIIHN JJIsl BUPIIICHHS CUTYaIli.

What are your salary requirements? — $Iki y Bac 3anuTu mo
3apo0iTHIN muaTi?

Ha nuranHs mpo 3apoOiTHY MiaTy y Bac MOBHHHA OYTH 3a3JayieTilib
rotoBa BinoBiab. Ille mepen cmiBOeci 1o BU MOBHHHI TOYHO 3HATHU, SAKY
CyMy BHU Oa)kaeTe OTpUMYBaTH Ha MicCsIlb a00 3a peai30BaHU MPOEKT.



OpHak Ha epuIii criBOeci/l He BApPTO MOCIIIIATH 3 03By4YBaHHSIM CYMH.
Cnouatky crnpoOyiTe 3’4CyBaTH y pPEKpyTepa, sIKUil piBEHb 3apO0ITHOL
maTd nependadeHud Ha I mocail B KoMmaHii. AJbTepHATHUBHUM
BaplaHT — TMOBIJIOMTE PEKPYTEPYy, IO XOTIIM O OTpUMATH OlIbIIE
iH(opMaIlli mpo JaHy BaKaHCIIO MEpej]] TUM SIK MoYaTh OOrOBOPEHHS
3apruiaty: I need more information, pertaining to the position, before
we could start salary discussion.
Takoxx MOXKHa JaTH PEKPYTEPYy 1 PO3IIMBYACTY BiANOBI/Ib, HATPUKIIAJ:
DI’m sure, you’ll offer a salary that’s considered competitive in the
current field. — 1 enesnenuii, wo 6u 3anpononyeme mMeHi KOHKYPEHMH)
3apniamy 6 moii cghepi. SIKIIO XK BU MaeTe HaMip OOrOBOPUTH MUTAHHS
3apo0ITHOI TUIaTH  BiApa3dy K, Miaiiae Take ¢GOpMYITIOBaHHS:
I suppose, $50,000 per year is typical based on requirements and
responsibilities. — bepyuu 0o yeacu moi 0608 ’s13xu Ha poboyomy Mmicui,
kpawutl pigens 3apniamu — 3 50 000 @ pik.

Why are you leaving your current job? — Yomy Bu HjaeTe 3 MIOTOYHOI
pobdoTmu?

[Ile ogHe HE3pyUYHE 3amMUTaHHS, SKE 3a7al0Th Ha CIIBOECIax — YOMYy BH
BUPIIIWIN MITH 3 MOTOYHOI Tocaju. Moske Bac He BIIAIITOBYE Balll JOXi?
Moske 3 Bamu IpocTo HeKoM(OpTHO MpairoBatu? beayMoBHO, KOMMaHii
HEe TOTpiOHI mpoOnemu. Tomy BIAMOBIAP HAa MHTAaHHA Mae OyTH
akypatHuMm. Kpamorw Bignosigawo Oyne: I am looking for a more
challenging position. — I wyxaro 6invw ionosioanvry nocady. Hikonu
HE TOTPIOHO TOTaHO BIATYKYBAaTHCS IPO TMOMEPEAHE Miclle POOOTH.
Hamarairecs roBOpuTH XOpOIlE, aje BKa3yWTe, IO IIYKAETE Kpalle.
Po3kaxiTh, YOMY BH BJIAIITYBAJIKUCS B KOMITAHIIO 3 SIKO1 MIIILIX 200 HIITh,
1 He 3a0ynpTe A0JaTH, IO TPUHECETE HEeMalo KOPHUCTI HOBOMY
POOOTOIABIIIO.

k110 Bac 3BUTLHWIN 3 TONEPEIHBOTO MICIISI pOOOTH, HE BApTO TOBOPUTHU
PO Te, SKUMHU BCE HaBKOJIO Oyiu moranumMu. CKaxiTh, 110 BAC 3MYCHIIH
IITH, aJIe Ha T¢ OYyJIM CBOI MpUUMHU. [IpUyCcTHMO pO3IOBICTU PEKPYTEPY
po Te, 1Mo BU moTpammid mia ckopodeHHs (had to cut) abo xommanis
MPUTIMHIIIA CBOIO JISIBHICTD 1 3akpuitacs (was out of business). SIkio x
BU MINUIM 3 POOOTH 3a BJIIACHUM Oa)KaHHSIM, HE CH1J BJaBaTUCAd B
noapoOuti. Po3kaxiTh, HACKUJIBKHA BXKJIMBUU Il Bac OyB OTpHUMaHMMA
JOCB1J1, ajie BU Oa)kKaeTe PO3BUBATHCA, 1 IITyKA€TE OUIBII IIKaB1 3aBIaHHS
1 HOB1 MOKJIMBOCTI JIJ1s1 TPO(hEeCIiiHOrO 3pOCTaHHS.

Why should we hire you? — Yomy Mu maemo HailHATH came Bac?



Ak nmpaBuio, 1€ 3aBeplIaibHUN MUTAaHHS Ha KOXHIM cmiBOecidl, 1 BaM
000B’3KOBO MOTPIOHO OyTHM 10 HBOro roroBuM. Kpammuii crocid
NIepEeKOHATH PEKpyTepa B TOMY, 110 HOMY MOTPIOHI came BU — PO3TOBICTH
PO ABOX CBOIX YHIKAJIbHHUX SIKOCTSX, SIKI TOYHO 3HAJI00JIAThCS KOMIIaHI,
B SIKY BU BJaIlITOByeTecs. Po3kaxiTh Mpo Te, [0 OTPUMAE KOMITaHIsl caMe
Bac, Hanpukian: My years of experience in this industry make me sure
I can do this job and bring added value. I’ve gained a reputation as a
key player when it comes to negotiations. In my last job I was able to
negotiate profitable business deals. I know this business from the
ground up, and you can be assured that I know what I’d be getting into
as a sales manager here. —
Miii 0oceio 6 danil cghepi dae meni 8neeHeHiCMb, WO 51 BROPAIOCA 3 YIEIO
pobomoIo i 3MOXCYy 8Hecmu 8K1A0 y 3a2albHy cnpagy. Mene esadicaiomy
Ni0epom, Koau moea uoe npo nepezosopu. Ha nonepeonvomy micyi
pobomu 51 mie 00MOBUMUCS NPO 8U2IOHI yeoou. A dobpe 3nato yio cghepy i
MOJCY 6ac 3anesHumu, WO poO3YMil0 c80i 0008’53KU HA NOCAol
MeHeOdicepa 3 npooadicy. He Hamaraitecs ysSBUTH ceO€ SIK KpaIlioro
daxiBig B CBOiM ramy3i. PekpyTepu BaM Bce OJHO HE TMOBIPATH.
HamaraiiTecsi roBOpUTH JTAKOHIYHO 1 TIepeKOHINBO, 00 HR-MeHexep
3pO3yMiB, IO BW JIMCHO BIeBHEHI B co0i. CmiBOecifa aHTrJIMChKOIO
MOBOIO — II€ CEepHO3HE BUIPOOYBAHHS IJisi OYyIb-SIKOTO MPETEHICHTA.
HeBneBHEHICTL B CO001, IOoraHa ITArOTOBKAa, HETOYHI BIAIOBIAI Ha
MUTAaHHS — BCE 11€ MOKE MIPUBECTH J0 MpoBaly iHTEPB’10. Tomy 110 Oyab-
AKOTT cmiBOeciim HEOoOX1MHO TOTYBaTHCS 3a3dalieriib, MPOAyMaTH BCi
BianoBiAl. Ilix yac cminkyBaHHS 3 peKpyTEepoOM, HEOOXIJHO IMOKa3aTH
BIICBHEHICTh 1 MPAarHeHHs OTpPUMATH caMme II0 Mocaay, came B IIIi
kommnanii. Bame romoBHe 3aBmanHs — moscHuTH HR-Menemkepy, 1o
caMe BU MIJIXOAUTE Ha 110 MOCaay 1 BU TOTOB1 IPUHECTH PealibHY KOPUCTD
KOMIIaHIi, BUBECTH ii HA HOBUM PIBEHb.

2. Some Tips to Succeed in an Interview

1. Don’t just show up for the interview. The more information you have
learnt in advance, the better impression you will make on the interviewer.
Take the time to get working papers (if you need them) and references,
before you start looking for a job.

2. It’s essential to have good manners being interviewed. Shake your
interviewer’s hand. Don’t sit until you are invited to. Don’t slouch in your



chair. Doesn’t use slang or swear. Be positive, and professional
throughout the interview.

3. Know what days and hours you are available to work. The employer
will ask. Flexibility is definitely an asset, because the more time you are
available, the easier it is for the employer to organize your work. Also
know how you are going to get to and from work, if you don’t drive.

4. Arrive at the interview site a few minutes early. If you’re not sure where
to go, get directions ahead of time. If you don’t have a driver’s license,
make sure you have a ride.

5. If your mom or dad brings you for an interview, don’t bring them into
the interview room with you. Go by yourself. It’s important that you speak
for yourself and connect with the interviewer, without someone else’s
assistance.

Jliteparypa

1. Business Correspondence : How to Write a Business Letter. Science
& Technology Publishing, 2025. 96 p.

2. Knodel L. V. Business English : business etiquette and
correspondence : textbook. Kyiv : ®OII Kanauba T. II., 2019.
385 p.

3. Nyzhnikova L. V. Business correspondence and office work in
english : methodological manual. National University “Odesa
Academy of Law”. Odesa : Feniks, 2011. 78 p.

4. bengea B. M. , IletnvoBana JI. JI. Aurnilicbka MOBa : HaBY.
rroci0. JIsBiB : "Houit Cait 2000", 2023. 154 c.



. boranpkuii I. C., Jrokanosa H. M. BizHec-kypc aHTiiicbko1 MOBH
: HaB4. 110c10. KuiB : Jloroc, 2007. 352 c.

. Bocko6oitauk B. 1., Cinpuyk O. B. Anrmiiiceka MoBa JJisl
CHeHIaTICTIB Y cepl XapuoBUX TEXHOJIOTIH : HaBY. 1oci0. KuiB :
Jlipa-K, 2022. 268 c.

. JIudap A. A., lllapaBapa T. O. English for special purposes : HaBuy.
noci6. Kuis : Jlipa-K, 2018. 172 c.

. OneitnikoBa O. M. Aurmilicbka MoBa Npo(heCciiiHOro CHiIKyBaHHS :
HaB4. 11oci0. JIpB1B : "Hosuit CBiT-2000", 2023. 180 c.

. CmipHoBa €. AHTIIMCbKa MOBa JJis CTYJCHTIB TEXHOJOTIYHHX
cnemiaibHOCTe  Ta  chepu  OOCIYroBYBaHHS  XapuyoBOi
MPOMUCIOBOCTI : HaBY. 1toci0. Kuis : Jlipa, 2019. 220 c.

Cwmipnosa €. C., FOpuyk JI. B. Anrmniicbkka MoBa Jjist
CTYJCHTIB TEXHOJIOTIYHUX CIIeIliaJbHOCTEH Ta cepu
00CJTyrOByBaHHS Xap4yOBOi IIPOMMCIIOBOCTI : HaB4. moci0. KuiB :
Jlipa-K, 2020. 232 c.

CmiBbeciia aHIINHCHKOI0 MOBOIO: muTaHHd, Biamosial. URL :
https://cleverstaff.net/blog/uk/spivbesida-anhliyskoyu/

Cracwk, T. B., Pesynosa O. C. JlinoBa aHriiiichka MOBa :

HaBd. 1moci6. J(ninpo : Bumasuunrso 111 BaxmicTpos O. €, 2023.
268 c.

HasuanpHe Bumanasg

AHIJINCBKA MOBA

METOJNYHI peKOMEeHIarlli

VYxnagau: Canamartina Onpra OnexkcanapiBHa



®dopmar 60x84 1/16. YM. npyk. apk. 13,14.
Tupax 25 npum. 3am. No

HanpykoBaHo y BUIaBHUYOMY BIII1I1
MuKo0/1aiBChKOT0 HAI[IOHAJIBHOI'O arpapHOI0 YHIBEPCUTETY

54029, m. Muxkomnais, By:. ['eoprisa ['onraase, 9

CaizourBo cy0’ekrta BugaBHu4oi cpaBu JIK Ne4490 pix 20.02.2013 p.



