Блок уроков по предпрофильному курсу «Деловой Английский» для 9 класса.
Разработано учителем английского языка высшей категории средней школы № 68 г.Пензы 
Запальской Л.Ю.
Lesson 1.

THE VISIT OF A FOREIGN PARTNER (2 ЧАСА)
ВИЗИТ ЗАРУБЕЖНОГО ПАРТНЕРА.
Задачи: 
– развитие умений  вести  диалог-приветствие, употребляя новые лексические единицы: “to be airsick, to keep somebody waiting, to remind somebody about something, agreement, to reserve a room”;
– знакомство с формами приветствия, прощания, выражением благодарности и ответами на них, форм обращения, вопросах о профессиях и месте работы;
– систематизация грамматических навыков: образование множественного числа имен существительных.
Ход урока.

Вступительное слово учителя о важности знания иностранных языков в современном мире, о важности изучения делового английского для участия в студенческих обменных программах и поездках за рубеж.

Dear friends!  Each year a  lot of students from different universities travel abroad to take part in the students exchange programs, in business projects, to study at the universities and colleges in the USA and Great Britain. To be a success  as exchange students you must know English rather well.
I believe this course will encourage you to study business English if you  are going to travel or work abroad in future.

Today you are going to learn how to greet  foreigners and communicate with foreign partners.

Let’s listen to the dialogue on page 9.

(Students listen to the dialogue “At the airport).
At the airport.

- Excuse me…Are you Mr Cartright?

- Yes.

- I’m Vladimir Ivanov, from TST System. How do you do?

- How do you do?

- Have I kept you waiting?

- Oh, no…the plane has just arrived. Thank you for coming to meet me.

- Not at all. Did you have a good trip?

- Yes, thank you. I was a bit airsick, but now I’m O.K.

- My car’s just outside the airport. My driver will take your suitcase.

- Thank you.

In the car.

- We are going to our office in the center of the city. It will take us about half an hour to get there.
Mr Pospelov is waiting for you.

- Please remind me who Mr  Pospelov is.

- He is our Director General. He is going to discuss with you the details of our future agreement.
- Which hotel am I staying at?

- We have reserved a single room  with a private bathroom at a hotel near the centre.

- That’s O.K. Thank you very much.

Then the students read the dialogue and  guess the meaning of the new words from the context.
If they have difficulties the teacher  translates or explains the new words to them.

II. Reading  the dialogues in pairs.(Чтение диалогов по ролям в парах).

3.Practising active vocabulary.
The students translate words and phrases from English into Russian and vise verse.

- Excuse me…                                                                       Извините..

- How do you do?                                                                  Здравствуйте

- Have I kept you waiting?                                                     Я заставил вас ждать?
- Thank you for coming to meet me.                                      Спасибо, что пришли встретить
                                                                                                меня.                             

- Not at all. Did you have a good trip?                                   Не за что. Полет прошел нормаль-

                                                                                               но?
- I was a bit airsick, but now I’m O.K.                                   Меня немного укачало, но сейчас
                                                                                                я уже в норме.

- My car’s just outside the airport.                                          Моя машина у аэропорта.
- We are going to our office in the center of the city.            Мы направляемся в наш офис, ко-

                                                                                               торый находится в центре города.

 - It will take us about half an hour to get there.                       Для того чтобы добраться туда, 
                                                                                                нам потребуется около получаса.

- Please remind me who Mr  Pospelov is.                              Напомните мне, пожалуйста, кто 
                                                                                               такой м-р Поспелов.

- Which hotel am I staying at?                                               В какой гостинице я могу остано-
                                                                                               виться?

- We have reserved a single room                                          Мы заказали для Вас одноместный 
                                                                                               номер.

4. Speaking. Role Play. Ролевая игра.(Pair work.Работа в парах)

 Представьте, что Вы встречаете представителя английской компании. В аэропорту Вы увидели мужчину, внешний вид которого соответствует описанию того человека, которого Вы должны встретить. Выполните следующие действия:
а)
обратитесь к нему на английском языке и узнайте, тот ли
это человек, который Вам нужен;
б)
представьте себя (назовите свое имя и фамилию, а также
компанию, которую Вы представляете);
в)
извинитесь за свое опоздание;
г)
спросите, как он долетел;
д)
предложите ему пройти к Вашей машине;
е)
спросите его, не помочь ли ему донести его чемодан;
Imagine that you are meeting your English partner at the airport. You see a man who looks like a person you must meet. Do the following:

     a) address him in English and ask who he is.

     b) introduce yourself.

     c) ask him about the flight.

     d) invite him to sit in your car.

e) help him to take his suitcase.
Lesson 2.
 THE VISIT OF A FOREIGN PARTNER
 ВИЗИТ ЗАРУБЕЖНОГО ПАРТНЕРА.

Задачи: 
- развитие умений  вести  диалог-приветствие, диалог-расспрос, употребляя
новые лексические единиц: “position, first impression, quite different, to introduce, staff,  a Sales manager, Import-Export Manager, to get down to business”;
- тренировать в речи формы приветствия, прощания, выражением благодарности и ответами на них, формы обращения, вопросы о профессиях и месте работы.

Ход урока.

Вступление.(Introduction).
The teacher: Now when you know how to meet a foreign partner at the airport and how to greet him, You are going to learn how to keep on a conversation  at the office.

Let’s listen  to what ‘s happening  at the office.

.

I. Listening to the dialogue.
At the office
– I'd like you to meet Mr Pospelov, our Director General.
– Glad   to   meet   you,   Mr Pospelov.
–Glad to meet you too. Have you ever been to Moscow before,
Mr Cartwright?

– No, it’s my first visit to Moscow.
– What is your first impression of Moscow?

– I like Moscow, it’s a very beautiful city аnd quite different from London.

_ I hope you’ll enjoy your visit, Mr.Cartwright.
– Let me introduce my staff to you. This is my secretary, Miss
Nikitina.
–
Nice  to  meet you,  Miss Nikitina.
– Nice to meet you too. Call me Ann.
– I also want you to meet Vladimir Sergeyev,   our   Sales   Manager.
You've already met Mr Sergeyev.
–
What does Mr Sergeyev do?
– He  is  our Import-Export Manager... Do take a seat. 
Would you like something to drink?
· ... Yes. I'd like a cup of cof​fee.

· Ann, could you make coffee for us, please?
· Certainly, sir. How would you like your coffee, Mr Cartwright,
black or white?
· Black, please.
· With sugar?
· No, thanks.
· By the way, Mr Cartwright, what is your profession?

· I’m an engineer, but at the Continental Equipment I work as a Sales
Manager. Here’s my card.


(The teacher may give the students the Russiаn version of the dialogue.)
· Разрешите познакомить Вас с мистером 

         Поспеловым, нашим генеральным директором.

· Рад познакомиться с Вами, м-р Поспелов.

· Я тоже. Вы были когда-нибудь в Москве?
· Нет, это мой первый визит в Москву.

--Какие Ваши первые впечатления о Москве?
_Москва мне понравилась, очень красивый город и совсем не похож на Лондон.

· Разрешите мне представить Вам моих сотрудников.
·  Это —мой секретарь, мисс Никитина..
· Приятно познакомиться с Вами, мисс Никитина.
· Мне тоже. Можете называть меня просто Анна.
· Я хочу также познакомить Вас с Владимиром Сергеевым, 
        на​шим менеджером по сбыту. С м-ром Сергеевым Вы уже 
        зна​комы.
—Чем занимается м-р Сергеев?
—
Он работает у нас менеджером по экспорту и импорту.
...  Присаживайтесь, м-р Картрайт. Не хотите ли чего-нибудь выпить?
· Э... Да. Если можно, чашку кофе, пожалуйста.
· Анна,  ты  не  могла бы приготовить нам кофе?
· Конечно. Какой кофе Вы предпочитаете, м-р Картрайт, с молоком или без?
· Без молока, пожалуйста.
· С сахаром?
· Нет, благодарю.
—Кстати, м-р Картрайт, кто Вы по профессии?
---Я инженер. Но в компании  я работаю менеджером по сбыту.

     Вот моя визитная карточка.

II. Reading  the dialogues in pairs.(Чтение диалогов по ролям в парах).

III..Practising active vocabulary. The students translate the words and phrases from English into Russian and vise verse.(Pair work)

Excuse me....
I'm sorry.
I am from ... (He is from ...).
to reserve, to book
Let me introduce myself. 
Let me introduce you to Mr White. Let me introduce Mr White
to you.
staff, personnel 

I'd like you to meet Mr White.
Glad to meet you. — Glad to meet you too. 
Would you like something to drink?
By the way ..
A Sales manager, Import –Export manager
Простите ....
Простите (сожалею).
Я из... (Он из...) (страны, города, компании).
заказывать, резервировать (но​мер в гостинице, билет на самолет и т. п.)
Разрешите представиться.
Разрешите представить Вас м-ру Уайту.
Разрешите представить Вам м-ра
Уайта.
штат, персонал, сотрудники
Я бы хотел, чтобы Вы познакомились с м-ром Уайтом.
Рад познакомиться. — Я тоже.
Не хотите ли чего-нибудь выпить?
Кстати....
Менеджер по сбыту, менеджер по импорту и экспорту.

IV. Put the words into the right order to make up a sentence.

1.Your, impression , Moscow, of, what, first, is?
2.My, staff, introduce, let, me, you, to.

3,Mr Sergeyev, do, does, what?

4.Your, what, profession, is?

5.You, been, to, before, Moscow, have, ever?

V. The teacher reminds the students about the verbs in Present Simple and how to make WH-questions. The teacher may use the chart.
The teacher: you use the present simple for habits and routines.

 We use Wh-questions for all verbs except to be with do or does + infinitive.
	Question word
	Auxiliary verb
	Subject
	Predicate

	What

Where

When

why
	DO/DOES
	Mr Sergeyev 

a Sales manager

a Director General
	read

write

do

type

work

live

go


The students practise making up the questions.

VI .Role Play.

 The teacher: Imagine that  a representative of a foreign company came to your firm. Do the following:

a)Introduce yourself and your staff using these expressions:

Let me introduce myself. I am ....
Let me introduce my staff to you. This is .... He (she) is ....
I'd like you to meet.... He (she) is ....
May I introduce ... to you. He (she) is ....
b) ask what company he represents , what his position is, where he is from.

c) offer him a cup of coffee, tea, juice.
Представьте, что к Вам в компанию приехал представитель иностранной фирмы. Выполните следующие действия:
а)
представьтесь сами и представьте ему сотрудников Вашей
компании с использованием следующих выражений:
Let me introduce myself. I am ....
Let me introduce my staff to you. This is .... He (she) is ....
I'd like you to meet.... He (she) is ....
May I introduce ... to you. He (she) is ....
б)
спросите у него, какую компанию он представляет, какая у
него должность, из какого города он приехал;
в)
 предложите ему чашку кофе, чая, сока и т. п.; 

Устройство на работу.
Lesson III. JOB HUNTING.
Задачи: - развитие умений диалогической речи.
-познакомить с типичными  ситуациями прохождения интервью по устройству на работу.
- введение новых лексических единиц : a promising company, to apply for a job,
a major focus, to expand activities, equipment, competitive, responsibilities, obligations, to be accustomed, strength, reliability.            
  - активизация и тренировка в речи специальных  вопросов в  настоящем простом времени.   

                                                 Ход урока.
I Introduction
Учитель: Компания ТСТ Системз подбирала кандидата на должность коммерческого директора. Самым  успешным оказался м-р Сергеев. Вот интервью с ним.
Teacher: TST Systems was looking for candidates for the position of Commercial Director.  The most successful was Mr Sergeyev. Here is the interview with him..

The students read the new words  after the teacher and  guess the meaning of the words from the context.
	 a promising company,  major focus, to expand activities, equipment, competitive, responsibilities, obligations, strength, reliability, to be accustomed.             -


II. Listening to the dialogue. The teacher reads the dialogue.
—
Good morning, sir.      ,-
· Good morning.   Come in Mr Sergeyev …Please take a seat.
You will have to excuse me a moment while I finish signing these letters. There, that'll do. 
· Now I can concentrate on you, Mr Sergeyev. Tell me,
how long were you in your last job with Alpha?

· Five years. I am only leaving because the firm is moving to Saratov,
     but I think a change will do me good.
· What do you know about our company? Have you got any questions for me?
· I know that this js a very promising company, so I'd like you to inform me what will   the
major focus of efforts be  in the next few years.
· We plan to expand our activi​ties with English –speaking countries, mainly England, to buy equipment and technologies from there and run training programs  here. We need a team of creative people to make our company competitive in the world market.
·  What will my responsibilities and obligations be during the first year?
—Well, first of all to be responsible for our contacts with English partners. You will need to skill​fully negotiate for and buy equip​ment. The job will involve much travelling. There is likely to be a trade fair in London soon, which we hope you will be able to go to.
· Yes, I see.
· So tell me what are your three main strengths?
I think they are: reliability, loyalty, and energy.
—
OK. Do you work well under pressure?
—
Yes. I am accustomed to working under pressure.
'__ Are you a leader, an entrepre​neur by nature?
· Yes, I think so.
--All right. Now, Mr Sergeyev I am quite prepared to offer you a job with us. You have excellent references from your previous job. 

III. The students read the dialogue in pairs.
IV. After reading the dialogue the students group words that often go together.(pair work) 
	position, a promising,  major, activities, equipment, competitive, responsibilities, obligations, strength, reliability, company, focus, programs, training, people, creative, skillfully, travelling, under            
to negotiate, to involve, pressure, working, job,
to offer, to buy, to expand, to apply for, to be accustomed to.


e.g. “ to offer a job, a promising company”
V. Find in the dialogue the questions Mr.Sergeyev was asked.
VI. Write down the words in the right order to make up questions.

1. You, were, job, long,  how, in, last, your, with Alpha?

2. About, company, you, do, know, what, our?

3. What, responsibilities, will, be, my?

4.Your, what, strengths, main, are, three?
5. You, well, work, under pressure, do?

VII. The students read the questions and ask other students to answer  them.
Lesson 4.  JOB HUNTING.
Задачи: совершенствование умений диалогической речи по теме «Интервью. Устройство на работу»
- развитие   способности решения нестандартных задач, излагать логически свои мысли на иностранном языке, воображать различные ситуации по теме. 

-тренировка НЛЕ в речи: position, a promising company, to apply for a job,

a major focus, to expand activities, equipment, competitive, responsibilities, obligations, to be accustomed, strength, reliability.            

Ход урока.
Introduction.

Teacher: Do you remember the names of our characters?

                What is Mr. Sergeyev?

                What are his responsibilities?

                What do you know about the company?

                What kind of people do they need?

I. The teacher asks the students to use the chart from exercise IV again and make word pairs and write them down into the copybooks.
	position, a promising,  major, activities, equipment, competitive, excellent, responsibilities, obligations, strength, reliability, company, focus, programs, training, people, creative, skillfully, travelling, under ,trade, references.           
to negotiate, to involve, pressure, working, job, training programs, previous
to offer, to buy, to expand, to apply for, to be accustomed to, to make,  to run.


II. The students are divided into two groups. The first group of students read the first part of the dialogue.(Pair work).
                                Part 1.
—
Good morning, sir.      ,
· Good morning.   Come in Mr Sergeyev …Please take a seat.
You will have to excuse me a moment while I finish signing these letters. There, that'll do. 
· Now I can concentrate on you, Mr Sergeyev. Tell me,
how long were you in your last job with Alpha?

· Five years. I am only leaving because the firm is moving to Saratov,
 but I think a change will do me good.
· What do you know about our company? Have you got any questions for me?
· I know that this js a very promising company, so I'd like you to inform me what will   the
major focus of efforts be  in the next few years.
· We plan to expand our activi​ties with English –speaking countries, mainly England, to buy equipment and technologies from there and run training programs  here. We need a team of creative people to make our company competitive in the world market.
The second group of students read the 2nd  part of the dialogue.(Pair work).

                                    Part 2.

· What will my responsibilities and obligations be during the first year?
—Well, first of all to be responsible for our contacts with English partners. You will need to skill​fully negotiate for and buy equipment. The job will involve much travelling. There is likely to be a trade fair in London soon, which we hope you will be able to go to.
· Yes, I see.
· So tell me what are your three main strengths?
I think they are: reliability, loyalty, and energy.
—
OK. Do you work well under pressure?
—
Yes. I am accustomed to working under pressure.
'__ Are you a leader, an entrepre​neur by nature?
· Yes, I think so.
--All right. Now, Mr Sergeyev I am quite prepared to offer you a job with us. You have excellent references from your previous job. 

III. The  teacher asks the students of each group  to change some facts in both dialogues. Then the students  read the dialogues containing  new information.

Each group listens carefully and finds the differences.

Homework: each group must act out the dialogue.
 Lesson 5.  Role Play. Ролевая игра по теме: «Устройство на работу».
Задачи:  -совершенствование умений диалогической речи в ролевой игре.
- продолжить знакомство с типичными  ситуациями прохождения интервью по теме «Устройству на работу».

- развивать способность решения нестандартных задач, развивать способность излагать логически свои мысли на иностранном языке, развивать  догадку, личностную  активность.
-развивать уважительное отношения к друг другу, умение культурного ведения диалога.
 I.Introduction.Вступительное слово учителя. 
The teacher: the topic of our lesson is very essential now-adays because Russian students have a great opportunity to take part in different students exchange programs, to work and travel, to study abroad. Today we are going to “visit” some American companies and to learn a lot of useful information for our future successful participation in the students’ programs.
II. Language work.
Подготовка к ролевой игре.. Учитель может использовать  мультимедийную презентацию.
The teacher: Do you know the meaning of these words? Can you add other professions referring to business?
Слайд 1.

Business.

a clerk , a secretary , a computer operator, a receptionist

a software engineer ,a  typist,  a manager.

 Слайд 2.

Match the job and the responsibilities (Соотносите служебные обязанности каждого сотрудника его должности).

clerk                      meets clients

                             answers inquiries

                             writes reports

manager                prepares invoices

                            operates the computer

computer operator  types letters

accountant             writes computer                                                                                            

                             programs 

                             monitors cash flow

receptionist            prepares financial statements

                             welcomes visitors

secretary               answers telephone, operates the computer

 Слайд 3.
Какие качества на ваш взгляд присущи людям, занимающим следующие должности?

What qualities do you think businessmen should have?

· a clerk, a secretary, a typist

· a receptionist, an accountant

· a manager, a computer operator

Выберите прилагательные наиболее адекватно , по вашему мнению, характеризующие

вышеуказанные профессии. Choose an adjective describing  a a profession.
· асtive,,,,,,

· attentive

· constructive

· cooperative

· creative, tactful

· diplomatic

· energetic

· independent

· realistic, sincere

· reliable

· loyal

· responsible

Слайд 4.
The teacher: In this picture you can see the students who worked and traveled in America in  2005. Try to guess what job they had. (In the picture there are students who worked as cooks and waiters at the restaurant “Johnny Rockets”.)
And what qualities must students have to work in the USA companies?
Use this pattern “I believe they must be responsible and active…”
The teacher: And now we are going to one of the American firms to become a part of the team.

To participate successfully we should repeat these expressions.

Match the expressions.
  Слайд 5.
1.To offer a job.                                    Перемена пойдет мне на пользую

2. A change will do me good.               Перспективная компания.
3.A very promising company               Предложить работу.
4. A team of creative people.                 Привыкнуть к….
5. To be responsible for.                        Три основные достоинства.

6.Will involve much traveling.              Быть ответственным за что –либо.
7.Three main strength.                           Команда творческих людей.
8.To be accustomed to.                          Нужно будет много путешествовать.

.

 3.Role play.(Group work)
The teacher: I think it is the most exciting moment of the lesson. Do you want to take part in the interview and to get a job?
(On the desks there are personal cards for students).

Задание для первой группы: ( Участники:администрация-2 человека и один кандидат.)

Ролевая карточка для администрации торговой компании.

Международная торговая компания объявляет конкурс на замещение должности менеджера по сбыту.

Обязанности менеджера :участие в различных сделках, проектах, работа с документацией, отвечать на запросы.

Требования к кандидату: свободное владение английским, коммуникабельность, знание компьютера, экономическое образование и опыт работы в данной должности.

Разыграйте диалог :

Директор Торговой компании и его заместитель проводят интервью

С кандидатом на должность менеджера по сбыту.

Достойная зарплата- 500$.

 Употребите выражения из диалога «Устройство на работу».
Ролевая карточка для кандидата.
Вы очень жизнерадостны, так как это ваша первая возможность устроиться на работу в такую солидную компанию.

Вы хорошо подготовились к интервью. Вас очень заинтересовала данная должность.

Вы решительно настроены работать в данной торговой компании, так как здесь имеется возможность профессионального роста и приобретение необходимого опыта.

Какие же качества необходимы Вам для того, чтобы получить  данную должность?

Убедите администрацию, что Вы именно тот человек, которого они ищут.

Задание для второй группы.

Ролевая карточка для администрации юридической компании : (Участники: администрация-2 человека , один кандидат.)

Международная юридическая  компания объявляет конкурс на замещение должности  главного инженера-программиста. Достойная зарплата-500$.

Обязанности инженера :участие в различных проектах, создание компьютерных программ, разработка новых технологий.

Требования к кандидату: свободное владение английским, коммуникабельность, знание и владение программой «  Photoshop, Office XP  »,  техническое и компьютерное образование, опыт работы в данной должности. Разыграйте диалог : Директор юридической компании и его заместитель проводят интервью с кандидатом на должность главного инженера-программиста. Разыграйте диалог и употребите выражения из диалога «Устройство на работу».
Ролевая карточка для кандидата.
Вы очень жизнерадостны, так как это ваша первая возможность устроиться на работу в такую солидную юридическую компанию.

Вы хорошо подготовились к интервью. Вас очень заинтересовала данная должность главного  инженера программиста.

Вы решительно настроены работать в данной юридической  компании, так как здесь имеется возможность профессионального роста и приобретение необходимого опыта.

Какие же качества необходимы Вам для того, чтобы получить  данную должность?

Убедите администрацию, что Вы именно тот человек, которого они ищут. Однако есть 

Одно  серьезное препятствие: у Вас нет необходимого опыта в должности главного инженера программиста.

Убедите администрацию, чтобы они приняли именно Вас.

Group 1. Role card.

International Trade Company has an opening for a sales manager

Sales manager duties;

Participating in various projects;

Working with legal documents;

Answer inquires, arrange transactions.
Candidate requirements:

 Fluent English 

Good communication skills 

Computer literacy

Education of an economist

Previous work experience 

   Act out the dialogue.

Role card 1:.Director.

 You are a general director of the trade company;

You are looking for a sales manager who will become a member of the team, a competitive salary is offered (up to 500$) plus a number of fringe benefits

(Perks)  

      Role card 2. Applicant.

This will be your first job and you feel enthusiastic

You have prepared well for the interview. You   feel this position is interesting for you.  You are business oriented. You’ll get some experiences and opportunities for professional development.

Decide what qualities a successful applicant should have.

Think how you can show that you have these qualities.

Use the phrases from the dialogue. 

 Group 2. Role Card 2.

International Law Company has an opening for a сhief  software engineer.

 Chief software engineer duties:

Participating in various projects;

writing  computer programs.

Involving engineering methods

Candidate requirements:

 Fluent English 

Good communication skills 

Computer literacy

University Education 

Previous work experience with Photoshop, Office XP.  

   Act out the dialogue

Role card 1:

You are a director of the Law company;

You are looking for a chief software engineer who will become a member of the team, a competitive salary is offered (up to 500$) plus a number of fringe benefits

(Perks)  

  Use the words and phrases from the dialogue “Job Hunting”.

Role card 2. Applicant.

This will be your first job and you feel enthusiastic

You have prepared well for the interview. You   feel the  position of a software engineer o  is interesting for you. You’ll get some experiences and opportunities for professional development.

Decide what qualities a successful applicant should have.

Think how you can show that you have these qualities.

Use the phrases from the dialogue and “Business Course”
Lesson 6 .  JOB HUNTING.
Устройство на работy.
Задачи:- развитие умений письменной речи - заполнение анкеты.
-введение новых лексических единиц по теме «Примеры анкет»:driver’s licence, sample, negotiations, purchase of equipment, marital status.
– ознакомить с образцами анкет при устройстве  на работу за рубежом.
- развитие догадки, памяти.

– воспитание ответственности при оформлении документации.

Оснащение: бланки анкет для устройства на работу за рубежом.

Ход урока.

I .Introduction.
Teacher:  Now students, you are able to take part in the job interview , but very often the students have problems in filling sample application forms.

Today we are going to study how to do it.
The teacher asks the students to open their books on page 44.(Business Course by I.S.Bogatsky)

Or the teacher can give the copies of sample application forms.

The teacher asks the students to read sample application form and guess the meaning of new words: marital status, driver’s licence.
Sample Application Form.

NAME    Victor Sergeyev
ADDRESS 40-55, Moskovskaya St., PHONE NO. (8412)51-26-41 (home)
DO YOU HAVE А VALID DRIVER'S LICENCE    Yes        No
MARITAL STATUS MARRIED/ SINGLE 
EDUCATION higher
Name of School           Year graduated   Course Taken  or Degree
Penza State University      2000                       Economics

LANGUAGES
Russian    Excellent      Good                     Fair

 English    Excellent      Good                     Fair
EXPERIENCE (Give present or last position first) 
COMPANY   Alpha ADDRESS 17, Stroitelei Prospect 
                                                       Penza

TYPE OF BUSINESS/INDUSTRY  EMPLOYED (Month & Year)
Information Technologies           From June 2000 to July2005

POSITION(S) HELD                        SUPERVISOR’S NAME

Manager                                             Konstantin Belov
DESCRIBE YOUR DUTIES
Negotiations, purchase of equipment.

II. After the students having studied how to fill in the application form the teacher suggests creating their own application forms.

III. The teacher introduces some new words on the topic “Writing application forms and resumes” using the exercise “Match the words”.
Excellent references                       достойная зарплата                 
A fair salary                                    прекрасные отзывы
Fee                                                  различного рода льготы на работе
Fringe benefits                                конечный срок подачи чего-то
Deadline                                         гонорар творческих работников
Subordinate                                    старший (по должности)
Senior                                              подчиненный
 Junior                                              младший (по должности)
Officer                                             трудовое соглашение
Labour contract                               семейное положение
Marital status                                    должностное лицо  
Negotiations                                      переговоры
Key:
Excellent references                       прекрасные отзывы                
A fair salary                                    достойная зарплата
Fee                                                  гонорар творческих работников.
Fringe benefits                               различного рода льготы на работе

Deadline                                         конечный срок подачи чего-то
Subordinate                                    подчиненный
Senior                                              старший  (по должности)

Junior                                              младший (по должности)
Officer                                             должностное лицо
Labour contract                               трудовое соглашение
Marital status                                   семейное положение                    
Negotiations                                      переговоры
IV. Fill in the gap with new words.
1.When is the … for application?
2. Do you need  any  other ….from my previous  job?

3. I’d liketo have a…salary.

4. Don’t  sign your labour… immediately.

5. Will you have any fringe… at your new job?

Key: 1.deadline. 2. references. 3. fair. 4. contract. 5.benefits.

Lesson 7. JOB HUNING.
Устройство на работу.
Задачи: - развитие умений письменной речи- написание резюме..
-введение новых лексических единиц по теме «Резюме»:objective, summary, and the new words from the previous lesson .
– ознакомить с формой написания резюме при устройстве  на работу  или учебу за рубежом.
- развитие догадки, памяти.

– воспитание ответственности при оформлении документации.

Оснащение: Образцы резюме.

Ход урока.

I.Вступление.

Учитель объясняет учащимся что собой представляет резюме, так называемая письменная сводка ваших личных и профессиональных данных.. Оно как бы письменно представляет «товар», предлагаемый будущему работодателю. Резюме должно быть достаточно подробным, но кратким (обычно не превышать одной страницы) и иметь «товарный» вид. Форма его достаточно произвольна. Например:
I. The students study how to write a resume. They guess the meaning of the new words from the context.
Victor Sergeyev

40-55, Moscovskaya St.

Penza 440064

Russia

Tel.(84-12)51-26-41

OBJECTIVE                                                                 A position of a software engineer

SUMMARY                                                               5 years of experience in the field

                                                                                   of Information Technologies.

                                                                                    Perfect  knowledge of computers.
RESPONSIBILITIES                                               Writing computer  programs, 
                                                                                      participating in various projects          
EXPERIENCE                                                             “ Alfa” Company, a manager
2000-2005
EDUCATION  
1995-2000                                                                       Penza University 
                                                                        Economics and Information Technologies
PERSONAL                                                    I want to work in the American Company
                                                                        FRISCO DOCKS, Inc.

                                                                        Russian subject. Single.

REFERENCES                                              Available upon request.
III. Practising the vocabulary.
         Match the words:
Objective                                      личная информация 
Excellent references                       достойная зарплата                 
A fair salary                                    прекрасные отзывы
Fee                                                  различного рода льготы на работе
Fringe benefits                                конечный срок подачи чего-то
Deadline                                         гонорар творческих работников
Subordinate                                    старший (по должности)
Senior                                              подчиненный
 Junior                                              младший (по должности)
Officer                                             трудовое соглашение
Labour contract                                должностное лицо  

Work history                                 цель устройства на работу
Personal                                         описание прежних мест работы 

II. Then the teacher asks the students to write their own resumes using the sample above and the plan: Objective

         Qualifications

         Education

         Languages

         Work History    and Personal.

Lesson 8. “JOB HUNING”.
Устройство на работу.
Задачи:- развитие умений чтения с полным пониманием..
– ознакомить с формой написания делового письма от компании приглашающей на работу.

- развитие догадки, умение находить в тексте раннее изученный грамматический материал.(Условные предложения 1  типа, реальные условия.)
Оснащение: Образец оригинального делового письма.

Ход урока.

I. The teacher: Some of our students from Penza took part in the Students Exchange program “Work and Travel” in the summer 2005.Many of them had got Invitation letters before they went to the USA.
April 11,2005
Greetings from Cedar Point!
Our Season 2005 park opening is less than a month away and everyone at Cedar Point is hustling to get those last minute jobs done before our first guests arrive!
While we are getting the park ready, we hope that you too are finalizing your plans for travel to Cedar Point this summer. Hopefully your visas and DS-2019 forms have been processed and you are just trying to decide what to pack for your trip.
However, if you are having difficulty obtaining the necessary visas or are unable to come to Cedar Point this summer, please let us know by email (mailto: international@cedarpoint.com ) If we do not hear from you, we will expect your arrival as planned.
Enclosed please find a copy of the Season 2005 June and July activity calendars. As you can see, we have a busy schedule of activities planned. Remember in addition to exclusive employee activities, you will also have free, unlimited access to Cedar Point, Soak City and the beach. If you have some spare time, visit our website http://www.cedarpoint.com and have some online fun and explore Cedar Point.
The staff here at Cedar Point is looking forward to having you join our Season 2005 team and we will do our best to make it a summer that you will always remember!
Enjoy your travels and safe journey to you. See you soon!
Sincerely,
[image: image1.png]
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Amanda S. Royer 
Asst. Director Human Resources
(Word count:230)
II. Read the text and answer the following questions. Time limit (15-20 m)

1.The Season 2005 park opening is

a) in a month.                                            c) in April, 2005.
b) less than a month away                         d)when first guests arrive.

2. Which statement is true?
a) The Asst. Director wants to get a message from the student to know about his plans.

b) The Asst. Director of the Cedar Point wants to help in obtaining the necessary visas. 

c) The Asst. Director wants to know if the student is able to come to participate in the 

program.

d) The Asst. Director is interested if the student got the copy of the Season 2005 June and
July activity calendar.
3.Which does not follow from the text?

a) Cedar Point administration have a busy schedule of activities planned.

b)T he student  must send his resumes by email.

c) The student can visit Cedar Point  website and have some online fun.

d) The staff is looking forward to meeting the student.
III. Language work. The teacher asks the students to look through the letter once more and to find 

sentences with real conditions.

If the students have difficulties in finding such sentences, the teacher can remind them  

Grammar.

	First  conditional.
You use the first conditional to talk about a likely situation and to describe its result.

You talk about the likely situation with if + present simple. You describe the result with will or won’t.(sometimes Imperatives)

If you have time, visit our website.
If we don’t hear from you, we’ll expect your arrival as planned.


The students can find first  conditionals in the text:

1. If we do not hear from you, we will expect you arrival as planned.

2. If you have some spare time, visit our  website http://www/cedarpoint.com and have some online 

Fun and explore Cedar Point.
3. If you are having difficulty obtaining the necessary visas or are unable to come to Cedar Point

this  summer, please let us know.

(The teacher asks the students to pay attention to the last sentence where Present Progressive is 
used instead of Present Simple.)

IV. The teacher can also suggest the students to look through the letter once more and to complete the sentences from the letter using the first conditional.

1. If the park opens in less than a month                             a)  let us know about it.

 2. If you have difficulty obtaining visas                             b)  be sure to get last minutes jobs there.
3. If you have some spare time                                            c) we will expect your arrival as planned.
4. If we don’t hear from you                                                d) visit our website.
Home task: The students are to make up and write down five conditional sentences
If you call me….

If the weather is fine…

If we don’t hear from you…

If you have some spare time…

If you visit us

LESSON 9.  ARRIVAL.
Задачи: развитие  умения диалогической речи по теме: «Прибытие в страну», употребляя
новые лексические единицы: “ a counter, gate, concourse, to prolong, incase of necessity, customs form, to pay an excess luggage charge, to declare,”
-ознакомить с типичной ситуацией прохождения таможенного и паспортного контроля. 
-систематизация грамматического материала: предлоги.

-воспитание уважительного отношения к культуре и законам другой страны.

                                     Ход урока.

The teacher:  Mr.Sergeyev is at Moscow airport now. He has to  fly to London and then go by train to Brighton where he will be met by a junior  manager of Continental Equipment.
Before listening to the dialogue the students read  the new words and try to understand the meaning from the context
.
	to board , to prolong an entrance visa, to take care of, an excess luggage charge,

concourse, to declare, duty free, customs, in case of necessity, counter.


II. Listening to the dialogue.

At the airport.

 -Excuse me. Could you tell me where the Russian International Airlines counter is?

-Certainly. Just go up the escalator on your right and you’ll see it

-Here's your ticket. Your flight is now boarding at gate 50. Go down concourse D, it's to your            
left.
At the passport and customs desk
· Your passport, please. How long are you planning to stay in the country?
· Three weeks. Could I prolong  my entrance visa in case of necessity?
· Sure. The receiving party shall take care of it.
· Can you put your bags on the table, and your customs form, please.
· How much do they weigh?
· 23 kilos. I'm sorry, but you'll have to pay an excess luggage charge.
· Oh! It's only three kilos over​ weight.
· Yes, sir...that's £6... Thank you.  Do you have  anything  to declare?
—Pardon?
—Alcohol, cigarettes, fresh fruit, plants...?
—
Uh, no.
· Open your suitcase, please.
Any gifts?

· Only two boxes of chocolate.
· All right. It’s duty free. Here’s you form.
· Thank you.

· Not at all. Next please.

III. The students read the dialogue in pairs.

	counter to go through (down) care gate prolong visa case  to take custom form  to weigh excess luggage charge to declare pardon anything concourse to pay




IV. After reading the dialogue the students group verbs and nouns which often go together.

The teacher: Group any nouns and verbs which often go together.

e.g. to prolong visa…

V. Then the  teacher can give the following task:

-put the words into the correct word order to make up sentences.

1.You, how , going, long, there, stay, are, to ?

2.I, could, prolong, in case, entrance, my, visa, of necessity?

3.They, weigh, do, much, how ?

4.Anything, you, to declare, have, do?

5.Put, can, you, bags, your, the table, on, please?

(All these questions are taken from the dialogue. The students can easily find the sentences in the dialogue to check  the answers.)

V1.The students read the  correct sentences.

1.How long are you going to stay there?

2.Could I prolong my entrance visa in case of necessity?

3.How much do they weigh?

4.Do you have anything to declare?

5Can you put your bags on the table, please?
     LESSON 10.

Тема: На вокзале.
            AT THE RAILWAY STATION.
Задачи : Развитие умений диалогической речи по теме «На вокзале», употребляя
новые лексические единицы: to find out, unfortunately, to hurry, to get a snack, otherwise, announcement. 

             -тренировка употребления предлогов места и времени.
Ход урока.
I. Introduction.
The teacher: Last time you acted out the situation  “At the airport” and today we are going to learn how to buy tickets at the railway station.

II. Listening to the dialogue “At the railway station”.

(Vladimir Sergeyev is buying a ticket to Brighton ).
· I've found out from this time​ table that there are several trains to Brighton daily.
· Yes, quite so. The next is at 12.20.
· Well, I'll take it. One ticket, please.
· Single or return?
· Single, please.
· Here you are. The train is leaving from platform 3.
· Is there a buffet-car on the train? I'd like to have a snack.
· Unfortunately, no. But if you hurry, you can get a snack at a
cafeteria in the station, otherwise you'll have to do without break​fast.
· Thank you very much.
· Not at all.
Announcement: The train now standing at Platform 3  is the 12.20    Inter-City    service   to Brighton..
II .Reading the dialogue “At the railway station”.

.Read the words and  try to understand the meaning from the context.

	to find out   a snack unfortunately to hurry to get a snack otherwise announcement 




III. The students read the dialogue in pairs.

 IV. After reading the dialogue the students group verbs and nouns which often go    together.

	on the train from this to have a snack to find out I’d like to do without standing breakfast 

train timetable a buffet-car is leaving.



e.g. a buffet-car is on the train
V. Put the words into the right order to make up sentences.
1 .From this time-table,  several, to Brighton, I’ve, daily, found out, that, there are, 

    trains.

2 .Is, leaving, the train, platform, from, 3.

3 .A buffet-car, on , is there, the train?

4.If, but, hurry, you, can, you, a snack, get, in the station, at a cafeteria. 

5. At, is, next, the, train, at 12.20.
(All these sentences are taken from the dialogue. The students can easily find the sentences in the dialogue to check  the answers.)

Keys.
1. I’ve found out from this time-table that there are several trains to Brighton daily.
2. The train is leaving from platform 3.

3. Is there a buffet- car on the train?

4.But if you hurry, you’ll can get a snack at a cafeteria in the station.
5.The next train is at 12.20.

 VI. The students can make up their own  dialogue “Buying a ticket”.(the first part of the dialogue”.

Заключительный урок по элективному курсу «Деловой английский».
Цель: контроль умений диалогической речи по пройденным темам в форме деловых игр.
Задачи: развивать догадку и личностную активность учащихся.
The teacher:
 Today is our last lesson on business course. I believe you are able now to meet and introduce yourself to your foreign partner, to write a resume, to apply for a job, to go through customs and do many other useful things.

Last time you acted out the situations  “At the airport”, “At the railway station” and today we are going to review all this situations, and we’ll try to understand the signs at the airport and the railway station.

I. The teacher splits the students into pairs and gives them cards with different situations: 
Situation 1. “You are going to meet  your foreign partner at the airport. You‘ve never seen him /her before. Act out the dialogue.”

Situation 2.Imagine that a foreign partner came to your company. Introduce yourself and your staff to him. Ask what company he represents and what is his position.
Situation 3.

Imagine that you are a Director of Trade company who has an opening for a sales manager. Interview a candidate who wants to become a member of your team.
Remember that he must have fluent English and good communication skill.

Situation 4.
Imagine that you are at the passport and customs desk. The customs officer asks for your

passport. Find out if you can prolong your entrance visa in case of necessity.

Situation 5.

You are at the railway station. Buy a single ticket to Brigton. Ask what platform the train is leaving from and if there is a buffet-car.
The students act out the dialogues in pairs.

II. The teacher shows the students different signs and asks if they have ever met these signs at the airports and railway stations.

	ARRIVAL BAGGAGE CHECK IN BAGGAGE CLAIM CART RENTAL END

CHECK IN FIRST CLASS ONLY PRIVATE PROPERTY EXIT TO BUS $50FINE ROUNDABOUT




III. The competition “ Match the words”. The students work in pairs.
ARRIVALS                                    КОЛЬЦЕВОЕ ДВИЖЕНИЕ
BAGGAGE CLAIM                       РЕГИСТРАЦИЯ БАГАЖА
BAGGAGE CHECK IN                 ПОЛУЧЕНИЕ БАГАЖА
CART RENTAL END                    ЛИЧНЫЕ ВЕЩИ 

CHECK IN                                      ВЫХОД
FIRST CLASS ONLY                     ШТРАФ
PRIVATE PROPERTY                   ПРОКАТ БАГАЖНЫХ ТЕЛЕЖЕК
EXITE                                              РЕГИСТРАЦИЯ
FINE                                                ТОЛЬКО ДЛЯ ПАССАЖИРОВ 1!КЛАССА
POUNDABOUT                             ПРИБЫТИЕ
e.g.  exit-выход
IV. The competition “Match the English and American version of the words”

       (Group work) 

Apartment                                     luggage

Baggage                                        taxi

Cab                                                city center

Corporation                                   lift

Downtown                                     flat

Elevator                                         post

Gas                                                company

Highway                                        sleeper            

Mail                                               time-table

Pullman                                          booking office

Salesman                                        underground

Schedule                                         lawyer

Subway                                          shop assistant

Ticket office                                   petrol

Attorney                                         motorway

The teacher evaluates the students ’progress and thanks for their work.

Keys:

	American
	English
	Russian

	apartment
baggage

cab

corporation

downtown

elevator

gas

highway

mail

pullman

salesman

schedule

subway

ticket office

attorney


	flat
luggage

taxi

company

city center

lift

petrol

motorway

post

sleeper

shop assistant

time-table

underground

booking office

lawyer
	квартира
багаж

такси

компания

центр города

лифт

бензин

шоссе

почта

спальный вагон

продавец

расписание

метро

билетная касса

юрист




