

КОНТРОЛЬНАЯ РАБОТА №2


Образец выполнения  Task 4.
   
	Прямая речь 
(Direct Speech)
	Косвенная речь 
(Indirect Speech) / (Reported Speech)

	1  She said, “My name is Kate”.
2  James said, “Give me a dictionary, 
    please”.                                                                         
3  Henry said, “John, please, don’t open the   
    window”.
4  He asked me, “Do you want to call 
    Derek?”                                                                                                 
5  She asked me, “What do you know about
    the company?”

	1 She said (that) her name was Kate.
2 James asked me to give him a
   dictionary.
3  Henry asked John not to open the
    window. 
4  He asked me if I wanted to call Derek.                                                                    

5 She asked me what I knew about the
   company. 


























Task 1. These are headings and categories commonly used in CVs.

	marital status 
employment history
educational history
title
skills
qualifications
	referees 
permanent address
hobbies and interests 
personal details 
surname 
date of birth



Which one means:
a) family name? __________________		
b) practical abilities? __________________	
c) where you live most of the time? __________________	
d) details about your working life? __________________	
e) people who can tell us about your qualities and character? __________________	
f) Mr, Mrs, Ms, or Dr? __________________		
g) what you do in your free time? _________________	
h) if you are married or single? __________________	
i) schools and сolleges? __________________
j) proof that you can do something or have successfully completed a course? __________________	
k) basic facts about you? __________________	
l) when you were born? __________________	


















Task 2. Read the email of application and choose the more formal phrase in each
              pair of words in italics.

	

Dear Sir or Madam,

A 1 I’m / I am writing 2 to apply/in application for the 3 post / job of North-Western Area Sales Manager, as currently advertised on your website.

B As you will see from my attached 4 curriculum vitae / CV, I am a 28-year-old graduate in Business and Marketing from Hamburg University, with five years of experience in marketing and sales with Audi AGF based in Bremen. My 5 present job / current position is Assistant Sales Manager for the Bremen and Neidersachsen region.

C Since leaving university, apart from 6 working /practical experience in the various posts I have 7 held/ worked in, I have studied 8 a lot / extensively at night school, 9 going on / attending courses in Negotiating Skills, Personnel Management and Marketing. I have also 10 attended/gone on various internal courses in the same areas in the companies I have worked for.

D 11 I am /I’m interested in the post advertised because it seems to me to      12 represent / be the type of opportunity I am 13 looking for / seeking: to move into a large international producer of consumer products and to        14 have the experience of managing regional sales / be a regional sales manager myself.

E  I hope my application and my 15 curriculum vitae / CV will be of interest to you. I am 16 ready to come an / available for interview at any time, and my present 17 employers / boss would be happy to 18 give / supply a reference.

F  I 19 look forward / am looking forward to hearing from you.

Yours faithfully,

Christa Schmidt 
christaschmidt@fastmail.com




Task 3. Write questions to help you to interview your partner. 

1. what / your job?
2. what organization /work for?
3. when / start working for this organization?
4. how far / your work from your place?
5. how many working days?
6. what / business hours?
7. when / last / on holiday?
8. what / think of your boss?
9. you / extra benefits in your job?
10. what / like most / in your job?
11. what / like least / in your job?



































Task 4. Put the sentences into reported speech. Begin with the words given.

Example: “This computer system was installed last week”.
                   Clark said the computer system had been installed the week before.

1. “I hope to have all this technology up and running next week”.
 John said ………………………………………………………………………….
2. “Our investment in these new systems will reduce staff costs”.
       Gabriella informed them that …………………………………………………….
3. “We’ve been working on this new project since last year”.
 Max told us ……………………………………………………………………….
4. “They can’t afford my prices”.
 Martin admitted that ………………………………………………………………
5. “You sent us the wrong invoice yesterday”.
 Chris complained that George …………………………………………………….
6. “Did you get my message?”
 Tom wondered …………………………………………………………………….. 































READING

Questions 1 - 6

· Read the sentences below and the extracts from a text about branding. 
· Which section (A, B, C or D) does each statement 1-6 refer to?
· For each statement 1-6, mark one letter (A, B, C or D).
· You will need to use some of these letters more than once.
· There is an example at the beginning, (0). 

	
Example: 
0 a list of some items which should display your brand identity  
0 D


  
    1   the difference between brand identity and logo design   
    2   brands which do not reflect the product itself  
    3   how companies are fooled by companies offering branding services  
    4   what is involved in creating an image for your brand  
    5   why companies study current social trends to develop a brand   
    6   a warning about redesigning your brand  

A
Having a good brand identity is critical. It can not only position a company above its competitors, but it also communicates to your customers the reason why they should choose you instead of your competitors. But developing a strong brand image takes time, money and effort, and it involves much more than redesigning a logo or developing a new tagline. Your new brand identity should evolve from your previous identity. Be careful not to start from scratch and come up with something completely new, as you may end up losing loyal customers who have forged emotion ties with your product.

B
It’s important to understand that changing the visual aspects of your company, your logo, your packaging and so forth, you are not actually changing your brand identity. Your brand identity is the promise a company makes to its customers – its features, quality, values and service support. Just modernising visual image does not entail a change in brand values.  Many companies, sadly, are led to believe by branding agencies that visual changes will alter customer’s perception of their products. But such changes only inform consumers that a company is concerned about how it looks. At best, they will assume the company is modern; at worst they will accuse the company of unnecessary extravagance.

C
Successful branding may not be actually connected with the product at all, but may represent a greater sense of purpose or a more satisfying experience. They may affirm that drinking a cup of coffee can really make a difference, or that exercising may bring about a sense of challenge and personal achievement. Many successful brands study emerging societal ideals and trends, so that they can take advantage of how customers wish they could be. Then they push forward the message that by using their product, their dreams can be fulfilled, and the customer can gain the lifestyle he or she is looking for, be it a sense of glamour, freedom, popularity or self-satisfaction.

D
Lack of consistency is probably the most common pitfall when it comes to designing an image for your brand.  You need to provide a consistent message in your proposals and presentations so that your company develops credibility and gets noticed and remembered. To ensure that your branding ins consistent, gather all the information that leaves your company, be it faxes, emails, advertisements, invoices or packages. Examine them for discrepancies in your company’s image. Doing so will also give you the chance to evaluate the image you are trying portray.




































WRITING

1. Write your own CV in English, using a sample CV as a guide. 

2. Letter of Application/ Covering Letter/ Cover Letter
Write an email applying for a job. 
Some ideas are given below, but adapt and change them as you wish. 
a) Look in some newspapers/magazines and find a job you might be interested in. 
b) Think of a real-life job you would be interested in. It doesn’t matter if the position is not vacant at the moment. 
Remember the structure of a job application: 
• Reason for writing 
• Your background and experience 
• The job itself, and why you would like to do it 
• Refer to your CV 
• Final comments 

When you finish, check your grammar, spelling, punctuation and style. Is everything clear, well-structured and easy to understand? 


























Topic for Discussion
Изучите предложенную тему. Ответьте на вопросы в конце.

GETTING A JOB

     There are valuable skills that make job seekers attractive to employers:
· Technical skills – which include the specialist knowledge that will help them do the job.
· Personal skills - personality, attitudes, personal work habits and style. (Can they work under pressure? Can they work as a part of a team as well as unsupervised?)
· Transferable skills – the basic skills learnt through everyday situations or previous work experience that can be usefully applied to a new position.
      A survey carried out in the USA showed what skills and abilities a new graduate would need to be prepared for an entry-level job.

Seven top skills
1   interpersonal
2   teamwork
3   verbal communication
4   analytical
5   computer
6   written communication
7   leadership

     The survey also found that work experience and academic qualifications were highly valued.
     The findings suggest that employers want employees who can communicate effectively in speech and in writing (e. g. presentations and reports), who can interact well with colleagues or customers and who can work as part of a team.
     The first steps of the selection process include filling out a job application form or sending a well-written covering letter and CV. The next hurdle is the interview. A survey noted that the five most common mistakes made during an interview were displaying  little or no knowledge of the company, being unprepared to discuss career plans or goals, having limited enthusiasm, lack of eye contact and being  unprepared to discuss skills or experience. Lack of preparation is a key mistake in any job interview. Most companies now have websites that include a company profile and product information which can be useful for background research.
     The changing job market means that employers are increasingly choosing from an international pool of candidates. The employer may be in one country while the prospective employee is in a different country or even on a different continent. Applicants may find themselves taking part in a virtual interview via telephone, e-mail, video- or tele-conferencing. Traditional interview tips normally include advice to shake hands, maintain eye contact and dress appropriately. These cannot always be applied to telephone and e-mail interviews. However, the aim of the interview remains the same: to evaluate a potential employee’s enthusiasm, motivation, skills and commitment.
     Modern technology may allow an interview to take place in cyberspace, but the basics still apply: be informed and motivated and demonstrate that you are the best person for the job.   

GLOSSARY 

	academic qualifications
an applicant
an application form
commitment
a company profile
a covering letter
a CV
an entry-level job
to fill out
lack (of)
personal skills
pool
position
preparation
selection process
technical skills
transferable skills

a virtual interview
work experience
to work under pressure

	сведения об образовании, университетский диплом
претендент на рабочее место
бланк заявления о приеме на работу
приверженность, убежденность
сведения об основных видах деятельности компании
сопроводительное письмо
биография, резюме
должность молодого специалиста
заполнять, вписывать
недостаток, нехватка
личные качества
банк данных
работа, должность
подготовка
отбор, процесс тщательного отбора
технические навыки
навыки широкого применения; навыки, которые можно использовать в различных ситуациях

опыт работы
работать в стрессовых ситуациях



Answer the following questions:
1. What is your opinion on seven top skills found during the survey?
2. How many jobs did you apply for when you left university or college?
3. Did you attend a traditional interview or was it a virtual interview?
4. What was the most difficult for you during the interview?
5. When did you start working for the current company?
6. What is your job title?
7. What projects are you involved in?
8. Does your salary depend on your performance?
9. Speak about your way of getting a job.

10

