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Пояснительная записка. 

Рабочая тетрадь предназначена для студентов 4 курса.  

Рабочая тетрадь включает в себя 8 тематических циклов, в каждый из 

которых входят текст, лексические и грамматические упражнения. Учебные 

задания способствуют усвоению и запоминанию специальных терминов по 

специальности. 

В систему упражнений входят как языковые, так и речевые упражнения. 

Тексты тематически связаны со специальными предметами, изучаемыми на этом 

курсе, отражают специфику будущей профессии. 

 

 

Темы циклов: 

 

1. Job hunting. 

2. Employment. 

3. Interview. 

4. Business letter. 

5. Resume. 

6. Cover letter. 

7. Ethics of telephoning. 

8. E-mails. 

 

 

Структура цикла: 

1. Тематический текст 

2. Список активной лексики 

3. Упражнения для развития навыков устной речи и перевода 

4. Упражнения по совершенствованию навыков владения грамматическим 

материалом 
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Task 5. Discuss the following topics.  

 
GRAMMAR 

System of Tenses 

Exercise 4. Use the appropriate tenses in the sentences.   

1. The lesson …over recently. (to be) 

2. Tom …up because I told him the truth. (to blow) 

3. He is trying to…up his friends at school now. (catch) 



4. He…just…out his problem and now he does not know what to do. (to work) 

5. He will …on the lamp tomorrow because now he is busy. (to turn) 

6. This district is constantly…out. (to spread) 

7. Robert…on his job, but he does not like it. (to keep) 

8. We …already…back our car. (to get) 

9. The plain is to…down here. (to come) 

10. He …already…up his contract when he began to work there. (to break) 

11. He was…by for two hours yesterday. (to stand) 

12. When Nick knew, they…already…away. (to run) 

13. Mary…more money in the envelope at the wedding. (to put) 

14. Brad and Tom want to…up this idea. (to give) 

15. They are constantly…around our school. (to hang) 

16. He was … in this firm. (to check) 

17. He …down and will not go to the picnic now. (to fall) 

18. Peter …in and saw a big nice room. (to come) 

19. He was…back for a long time, but he did not see anything. (to look) 

20. Ann…on a new TV set in her room. (to put) 

21. The car…over, but everybody appears alive. (to turn) 

22. The teacher…out all the mistakes but the pupil did not understand anything. (to 

point) 

23. When he…back, tell him my request. (to go) 

24. Inna…off her old friends and understood, that she had done bad. (to get) 

25.He is always…around without problems. (to hang) 

26. The robber…away as fast as he could, and we could not do anything. (to get) 

27.When he was asked, he…forward, but did not say anything. (to come) 

28. She said that she would …back, but when it will be, she did not know. (to call) 

29. Their plans were…down at all. (to break) 

30. Olga…down everybody though she was destroyed herself. (to calm) 

31. The taxi…up and the driver is waiting for you. (to pull) 

32. The director…out all the parties and he forgot about himseif. (to pass) 

33. While they were talking, the manager … down the shop. (shut) 

34. John…back and began to sleep. (to sit) 

35. We…out and said nothing. (to burst) 

36. Sasha was…by at 5 o’clock yesterday, but he did not know that you want to see 

him. (to go) 

37. He has…out recently and I can not refuse him. (to help) 

38. I want to…off this friendship, because it does not bring me happiness. (to knock) 

39. He …up his composition for four o’clock tomorrow. (to make) 

40. We …around for three ours and we did not understand where it was. (to go) 

41. They…down their requests, but we became to work worse because of bad wages. (to 

knock) 

42. Tom…down and understood what floor he was. (to look) 

43. He…forward to The New Year, because he knows that parents will give him good 

presents. (to look) 

44. The grandmother and grandfather….up him for two years. (to grow) 

45. The chief will…up this idea and we will do it. (to keep) 

46. Fred …up materials and began to work at a new project. (to pick) 



Unit 2 

EMPLOYMENT 

 



 



 
 

 



 



  
 

Unit 3 

 



 

 

Task 2.Interview chat. 

What should you do in a job interview? Check the answers you think are right. 

 



 
Always Sometimes Never 
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Task 4. Write your own business letter. 
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GRAMMAR 

 

NUMERALS 

 

Task 1. Write the following cardinal numerals with letters and make the 

corresponding ordinal numerals. 

1; 2; 3; 4; 5; 11; 12; 14; 15; 21; 25; 28; 30; 52; 67; 74; 83; 99; 100. 

 

Task 2. Write it in English. 

1. 245; 533; 816.  

2. 3,562; 7,324.  

3. Сто книг; сотня страниц; сотни людей.  

4. Тысяча машин; тысячи людей; миллион книг.  

5. 2+3=5; 7-4=3; 3х5=15; 10:2=5.  

6. 1 Января; 8 Марта.  

7. Глава 5; автобус 6.  

8. 3.45; 8.09.  

9. 2/3; 4/5.  



 

Task 3. Read the date. 
1. in 1965; in 1907; in 1945; in 1998; in 2000; in 2008; 

2. at the beginning of 2000; at the end of 1729; by the beginning of 2005; by the end 

of 2004. 

3. May 9, 1945 

4. August 24, 1991 

5. September 1, 2004 

6. December 31, 2005 

7. on the 1st of January; 

8. on the 23rd of February; 

9. on the 8th of March; 

10. on the 5th of May. 

 

Task 4. Write it in English. 

1. 30 марта; 

2. 1 ноября; 

3. 15 сентября; 

4. 2 июля; 

5. к 3 августа; 

6. к 14 апреля; 

7. к 29 ноября; 

8. к 24 февраля. 

 

Task 5. Write it in English. 

1. 25 км; 163 тысячи гривен; 90 картин; 200 миллионов людей; 3500 

автомобилей; 4 тысячи машин; 

2. сотни автомобилей; десятки журналов; тысячи студентов; миллионы людей. 
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 RESUME 

Name: Anna Veresova 

Address: Apt. 23, 27 Kosygin Avenue, St. 

Petersburg 195298 Russia 

Tel.: +7(812)521 5940 

Date of birth: 15 July 1989 

Age: 20 

Marital 

status: 

Single 

Nationality: Russian 

Objective 

To secure a part-time position that offers a 

variety of tasks, in which to use my secretarial 

skills and knowledge of foreign languages. 

Education  

Dates: 2007-2008 

College: College of Economics, St. 

Petersburg 

Qualifications: Secretarial Courses; Shorthand 

Grade 2; Typing Grade 3. 

Dates: 1996-2007 

School: School #164; St. Petersburg, 



195273, Russia 

Qualifications: General Certificate of 

Secondary Education 

Employment  

Dates: 2008 — to present 

Company: Philip Wilson Publisher Ltd. 

Position: Secretary to the Sales Manager. 

Responsibilities: Taking shorthand; typing and 

maintaining diaries, office 

support, etc. 

Other Skills & Occupations 

I have a clean driver's licence and a good 

knowledge of Spanish and French. My personal 

interests include classical literature reading, inde-

pendent travel, modern jazz and swimming. 

References 

References are available on request. 

 



 



 
 

Task 4. Write your resume. 
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Unit 7 

COVER LETTER 

 





 
 

Task 1. Write your own cover letter. 

 



______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

____________________________________________________________________ 



Unit 8 
ETHICS OF TELEPHONING 

1. Read the dialogues. 

1 

 - Hello.   

 - Gould I speak to Mr Bokov?   

 - Who's calling, please?  

- This is Brown from the Foreign Office. 

 - Thank you. I'm putting you through.   

 

2 

 - Five - seven - three, one - nine - oh - four.  

- Good evening. Can I speak to Mr Jones, please?  

- Sorry. Mr Jones is on the other line. Will you wait, please?  

- All right.  

- Sorry to have kept you waiting, I'm putting Mr Jones on the line.  

- Thank you.   

 

3 

 - Foreign Office. Good afternoon. Can I help you?  

- Good afternoon. I'd like to speak to Mr Blake.   

 - What extension, please?   

 - I think it's twenty-three.  

- Thank you.  

 (After a moment). You are through.   

 

4 

 - Hello. I'd like to speak to Mr Smith.  

- I'm afraid you have the wrong number. What number were you calling?   

 - I was calling 340 - 1098.   

 - This is 340 - 1098. But there is no one by the name of Smith here. This is a private 

residence.  

- I'm sorry to have bothered you.  

- That's quite all right.   

 

5 

 - Hello. May I speak to Mr Smirnov, please?  

- Smirnov speaking.   

 - Mr Smirnov, this is Mr Blake's secretary. I'm calling to confirm your appointment 

with Mr Blake for next Tuesday at 5p.m.   



 - Thank you. I am looking forward to seeing Mr Blake next Tuesday. Will you give 

him my best regards, please.  

- I will. Good-bye, Mr Smirnov.   

 - Good-bye.  

2. Make your own dialogues and act out. 

 

Unit 9 

E-MAILS 

 



 

 



 

 

 



 
 

 



 
 


