1 Прочитайте текст, ответьте письменно на поставленные вопросы 

How To Get That Job 

Before the interview: 

( Find out as much as you can about the company. 

( Think about questions which the interviewer might ask you. Plan how to answer them. 

( Dress smartly. 

( Don't be late. If you are very early, have a coffee in a local cafe and look at your notes. 

( Switch off your mobile and take two or three slow, deep breaths before you go in. 

During the interview: 

( When you walk in, shake hands firmly with the interviewer, look them in the eyes and say «Pleased to meet you». 

( Answer the questions in a confident, firm voice. Don't speak too quietly, too quickly or too hesitant. 

( Answers should not be one word or one sentence, but also should not be too long. 

( When answering questions, maintain eye contact with the interviewer. If there is more than one interviewer, give them equal attention. 

( Give clear, direct answers to questions. If you don't know something, say so. 

( Don't lie. 

( At the end of the interviewer, you might be asked: «Are there any questions that you would like to ask us?» Make sure you have one or two good questions ready 

( Above all, be positive and show enthusiasm for the job. 

After the interview: 

( If you don't answer a question well in the interview, don't be afraid to phone soon afterwards and say something like: «I don't think I explained myself very well in the interview. What I wanted to say was.» This will show enthusiasm and it will remind them of you. 

Ответы на вопросы: 

1 What research do you need to do before the interview? 

Find as much as possible about a company. 

2 What kind of clothes should you wear to the interview? 

Suit. 

3 What should you do if you arrive very early? 

Have a coffee in a local café and go through your notes. 

4 What should you do just before you enter the interview room? 

Switch off mobile phone and take two o three deep breaths. 

5 What should you do and say when you meet the interviewer? 

Shake hands firmly, look into their eyes and say – pleased to meet you. 

6 How long should your answers to questions be? 

Not one sentence and not too long. 

7 How should you answer questions? 

Clear? Direct answers. 

8 Where should you look when you answer questions? 

Into their eyes. 

9 What should your general attitude in the interview be? 

Don’t lie. 

10 What should you do after the interview? 

Don’t be afraid to call and explain, if you feel that you wasn’t good enough during an interview. 

2 Прочитайте текст, письменно переведите абзацы B,C,D: 

How To Write A Resume 

A One of the pillars of American work-culture is the resume. A resume is a primary way Americans search for employment and companies hire prospective employees. Resumes represent who you are and what you can offer to a company. Since an American company receives many more resumes than available positions, it is critical that your resume imparts the most favourable impression possible about your experience and abilities. 

B Resumes are usually limited to one or two pages. As prospective employees spend a very short amount of time looking at many resumes, it is critical to write your resume in a concise and organized way. Resumes are often written in a chronological manner to help employees navigate through information to an employer in a neat and organized fashion. An employer will likely lose interest in a resume which is full of errors and unorganized. 

C The resume should convey two important things. First, your resume should inform an employer about your employment and contain work experience, educational history, awards and honours, any special organisations to which you belonged. This may give an impression of you as a potentially valuable enployer to the company. Therefore it is important to provide specific information about your experience including your responsibilities, dates of employment, budgets, number of employees you supervised. 

D The second goal of a resume is to capture the attention of an employer and convince him to take the time to interview you. A resume should be targeted towards the particular position for which you are applying. First you should determine what strengths and weaknesses you have in relation to the available position and then structure your resume to highlight your position of defining your experience. Stress relevant responsibilities and skills. 

E It is important to remember not to misrepresent yourself when you are designing your resume. Employers will usually check on the information provided. Often an employer will ask for references to verify the information you provide. 

Перевод 

B. Обычно резюме ограничивается одной или двумя страницами. На потенциальных работников тратят очень мало времени, просматривая многие резюме, поэтому очень важно написать ваше резюме лаконично и организованно. Резюме часто написаны в хронологическом порядке, чтобы помочь сотрудникам ориентироваться в информации работодателя в аккуратном и организованном порядке. Работодатель, скорее всего, потеряет интерес к резюме, которое полно ошибок и неорганизованно. 

C. Резюме должно передать две важные вещи. Во-первых, ваше резюме должно проинформировать работодателя о вашей занятости и содержать опыт работы, образовательную историю, награды и почетные звания, каких-либо специальных организаций, к которым принадлежали. Это может создать впечатление о вас, как о потенциально-ценном работнике в компании. Поэтому важно предоставить конкретную информацию о вашем опыте, включая ваши обязанности, сроки работы, бюджет и контролируемое количество сотрудников. 

D. Во-вторых, резюме должно привлечь внимание работодателя и убедить его освободить время для того, чтобы провести с вами собеседование. Резюме должно быть ориентировано на конкретную должность, на которую вы претендуете. Прежде всего, нужно определить, какие сильные и слабые стороны у вас есть по отношению к имеющейся должности, а затем структурировать ваше резюме так, чтобы подчеркнуть ваши позиции определения опыта к данной должности. Подчеркните соответствующие обязанности и навыки. 

3 Найдите в тексте «How to write a resume» соответствующие русским словосочетаниям английские эквиваленты: 

1 искать работу – to search an emploment 

2 нанять перспективного работника – to hire prospective employees 

3 вакантная должность – available positions 

4 писать в сжатом виде – to write in a concise way 

5 ориентироваться в образовательной и трудовой биографии – to navigate through information to an employer 

6 безошибочная информация – specific information 

7 доносить важные моменты – target towards the particular position 

8 первое впечатление - impression 

9 потенциально ценный работник – a potentially valuable employer 

10 завладеть вниманием работодателя – to capture the attention of an employer 

11 сильные и слабые стороны – strengths and weaknesses 

12 запрашивать рекомендации – to ask for references 

4 Составьте своё резюме на английском языке. 

