


Llenn n 3agayum Kkypca

= Lenbro nsy4yeHna Kypca
«J[lenoBon aHMMUUCKNN A3bIK»
aBngeTcd oby4vyeHue

B xoge 3aHATUM yoendaeTcs
BHMMaHME He TONbKO yrnybneHuto
3HAHUN NO aHIMUNCKOMY A3bIKY, HO
N NPUBUTUIO HABbLIKOB
NpaBUIIbLHOIO NOBEAEHUS B
CTpaHax aHrmMMNCKOoro A3blKa.




AKTyanbHOCTb Kypca

OCHOBHbLIE MPYOHOCMU:

y4yacTue B COBeLLaHUsX 79%
obLleHmne ¢ 4enoBbIMK NapTHeEpPaMU 7%
obueHne no TenedoHy 4%
npoBeaeHne npe3eHTaumn 70%
HanncaHme AenoBbIX NMNCEM 54%

N CryXebHbIX 3arnmcok

obpaboTka MHGOPMAaUNOHHbIX NOTOKOB  48%
paboTa C yCTHbIMU

N MUCbMEHHBIMN UHCTPYKLUNAMMU 40%
YTeHWe crneunanbHbIX XXypHanos 32%
YTEHME OOKYMEHTaLNK 27%



Llenn n 3apgayun Kypca

Kypc xapaktepusyetcsa npeobnagaHnem yCTHbIX
doopm paboTbl N OPUEHTUPOBAH Ha
dopMmnpoBaHMe HaBbIKOB BeAeHUA OENOBOU
becenbl B Xoe BCTpeY, NEPEroBOPOB U
NpuemMoB, akTUBHOIO 3arnaca gpas-knuue,
COMYTCTBYIOLLUMX TAKOMY AManory, a Takxke
OOHOBPEMEHHOE OCBOEHME NpaBun Cry>XebHoro
9TUKeTa (peveBoro, NoOBeAEHYECKOro), pasBuTtme
COLIMOKYIBTYPHON KOMMETEHL NN, @ UMEHHO
YMEHUS y4aCcTBOBaTb B KOMMYHMKaLUN B
COOTBETCTBUU C HOPMaAMU, MPUHATbIMUN B
0enoBoOM MUpPeE.

Pa3Hoobpasune cogepkaHnsa peymn yyallmxcs
OOCTUraeTcs Kak 3a cyeT pa3Hoobpasuns
YyNoTpebnsaemMbiX NEKCUYECKNX €ANHULL, TaK 1 3a
cYyeT NpuBNeYeHnUss 3MOLIMOHaNbHO OKpaLLEHHOW
NEKCUKM.



LIENIN YPOKA

s Pa3BuBaTbh 1 COBEPLUEHCTBOBATb
KOMMYHUKaTUBHbIE YMEHUSI N HABbIKW
rOBOPEHUS, YTEHUS, ayaMPOBaHNSA, NUCbMa

=  AKTUBN3NPOBATb aKTUBHLIN CNOBapb YpoKa

= YUYUTb OUEHMBATb NMNYHbIE Ka4ecTBa npu
BbIOOpe paboThl

= YUYUTb COCTaBNATb pe3toMe N NMCbMO Ans
npuema Ha paboTy

= Yu4nTb B3auMOOeNCTBOBaATb U paboTaTth B
KomMaHae
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Names and addresses of three referees
M$ € SPINK, LONGFORD SECRETARIAL COLLEGE, BRIGHTON, SUSSEX BRA HRD

MR T CHAMBERS, CHAMBERS TRUCKS, 33 TEVINGTON ROAD, BRIGHTON,
SUSSEX BR4 508
MRS MAYER, BUFFALO Baoks, 29 BAKER STREET, LONDON NIF 4AB




OUR GOAL-SETTINGS

v/ To evaluate abilities and personal qualities
in relations to different jobs

v/ To practise active vocabulary

-/ To write a CV and a letter of application

To discuss the necessary job interview

\ P %
\?‘/ skills for a role-play

v/ To learn proper communication
skills




WARM-UP

Select one or two adjectives to characterise
the job you want:

= Reliable = Long-term
= Creative = Up-to-date
= Well-paid = Boring

= Interesting = Enthusiastic
= Individual = Monotonous
= Competitive = Mutual

=« Easy = Responsible

= Prestigious = Intimate




VOCABULARY REVISION

TASK: Group the words and phrases into
three categories

Getting a job Leaving a job

Not having a job

Make smb redundant
Be unemployed Retire
Be retired
Look for a job
Be out of
work Sack/fire smb
Write a CV

Resign from a job Apply for a job




Getting a job Leaving a job Not having a job

Look for a Be refired Be unemployed
job
A _ ~ Retire Make smb redundant
pply for a job
Resign from a job Be out of
e outo
Sack/fire work

smb

Write a CV
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Put the following steps in the
order you think you should
follow when you are looking for
a job:

a) Wecide what you want to do

esearch the jobs available

ook at your skills and education in
lation to the career opportunity

hink whether you need training/
ore training

repare a CV and a letter of
plication

et the training or education you
need



¢ Decide what you want to do

¢ Look at your skills and
education in relation to the
career opportunity

¢ Think whether you need
training/ more training

¢ Get the training or education
you heed

¢ Research the jobs available

¢ Prepare a CV and a letter of
application




A CURRICULUM VITAE
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‘ LISTENING

Language COMPREHENSION

support:

Gi\l;.iI:g anopinion: w \\VNy do some people have
:“f‘:::s:l - difficulties looking for a job?

judge = What is CV about?

¥ o In what order should you put the
'd like to point facts in the CV?

| consider = What is the purpose of a letter of
I'd like to stress application?

If I’'m not mistaken




- LISTENING

Language COMPREHENSION

support:

Giving an opinion:  w |S there any difference between
':’“fpp“el a CV and a letter of application?
judge = Can you use the same CV/letter
S of application when applying for
I'd like to point different jobs?

f::nsider = How does Oliver Donovan

I'd like to stress recommend sending a CV and a

If ’'m not mistaken letter of application?




CURRICULUM VITAE

(Please write in block capitals)
VTR |20 (O AT ARESSE fmminprinmimmmi oot e

]
First Name(s): eveeeeeeeeeeeiiie e e ! 5'QUEENSCRESCENT ,,,,,,,,,,,,,,,
5 )G M o e -3 xS PP
Marital statusi e siimmmensssass T O it s e T e

Children: ...

Education and further studies
Dates Schools/colleges (names and addresses)  Qualifications

GCE O LEVELS

PRESTON PARK 6TH FORM COLLE
PRESTON, LANCS. LEGE,

SECRETARIAL DIPLoMA

Experience
Dates Place of work (with address) job pay

Names and addresses of three referees
M$S € SPINK, LONGFORD SECRETARIAL COUEGE, BRIGHTON,SUSSEX BRQ HRD

MR T CHAMBERS, CHAMBERS TRUCKS, 33 JEVINGTON ROAD, BRIGHTON,
SUSSEX BR4 508

- MRS MAYER, BUFFALO BOOKS, 29 BAKER STREET, LONDON NIF 4AB
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LAYOUT OF AN OFFICIAL LETTER

1. The heading
2. Inside address

3.The date
4. The salutation

5. The body

6. Complimentary close

7. Signature

8. P.S.

9. Enclosures
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Apply
Can
Enclose
Gave
Go
Growing
Had
Hearing
Left
Like
Look
See
Saw
Use
Worked
Would

13 Queen’s Crescent

London SWIT 5JJ
Ms Helen Ferns
Box 6390
Evening Star
64 Fleet Street
London EC4J 6BB

27 November 2008
Dear Ms Ferns,

l.saw...... your advertisement in the Evening Star and | would
Jike...to ...apply.. for a job of receptionist.

énelose-- a full curriculum vitae. As you can .ggg...... Wwerked---- as a
receptionist before | ... paq....children. | can ..... HSQ----- - a PMBX switchboard
and |l ..eqp----- type.

Buffalo Books gaye..-..... me a very good reference when | jgf¢..... my job.
Now my two children are up and | ....weuld.. like to ..... go.... backto
work.

yrowing

| jook- forward tohearing.....from you.

Yours sincerely,
Signature
Mrs. Lorraine Welder



- Dear Sir/Madam,

L Se  \
PR O! cl bwledge of English
RSP \ mmunicate with
us@m

ha € for six months
: Of % ° ] R MaWthe job of a
Relevine el rdlep : €l Will be. Helping my
il M®m TTa book shop was extremely boring but at
least it gave me some experience of dealing with
angry customers.

+ excellent working conditions. | am sending my CV in the attachment.
4 flexible working hours.

4 competitive salary and benefits.

We provi

Don't hesitate to contact me at any time.

Best wishes,

Please send your CV to the Human Resources noONUCH
manager: Natalia Andreeva by e-mail: o '
andreeva@Volga.ru Mikhail Konstantinov
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TO BE DONE AT HOME:

The Krasnovarsk -« -
Vedon);osty KV

is looking for a secretary

Candidates should possess the following qualifications
and qualities:

* fluent English (written and spoken)
* PC skills

* good interpersonal skills

e teamwork skills

* ability to work under pressure

Please send your CV by e-mail: Vedomosty@krasnet.ru
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ROUNDING-UP

Please share your opinions of today’s
lesson. Start like this:

Today's lesson was useful for me
because....




My dear students,

I'm very grateful for
you and your work. | really
appreciate your success in our
mutual work. Your results are
excellent.

| look forward to meeting you at
our next class again.

Yours,
Yelena V. Kabanova




