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“wuhy, nuuplipugh wiguinod
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/muuhy, twutiughnnipjui (phy winfwinodp/
Uppwlul Spughp 011401.21.6 Uuqtpkl (kgqnt b gpujutnipnih

/muuhs, Yppuwljuit spugph iphy widuibinudp/

Npuiuynpdut wmunhdwt'  dwujujupdnipjut pujujuyp

/pujupup, Yughuwnpunnipuy/
Udiphnt’ Owunp (kqniutph b gpuljuinipyut wdphnt
/udphnth 1phy wiqutnudp/
Nruniguwl dip’ htEnwljw
/wnlju, hinwlw/
Unipu/fhuwdjuly 3 nn Ynipu 5 jhuwdjuly
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10.

11.

12.

13.

14.

Twuptpughtt dwutwlghnt twppttwjut Untinpughtt ghwnbhputpp,
Jupnnnipinibubpp b hdnnipnibiubpp

Qwuptpwgh nkpp Yppuljut Spugph opgwtwjwpintikph ghwnkjhptph,
Jupnnnipjnibubph b hdnnipnibiubph dbwdnpdw hwpgnid pun

wohiwnwonijuygh wwhwbetbph
Twuptpwugh Swdwp, ntuntdbwljut wyhtwnwtph mkuwljukpp,
wipyniupubiph wdthnthdwb dikpp

dwywp

12. 1.  “Ywuwpununipjnibibbph ntuntdbwdbpnpuljut pupn

12,2, Qopdtwlwt  wowwnmwupubph  /ubdhtiwp  wwpwudniipubph
niuntdbwdbpnnpuljut

12.3. Lwpnpuwwnnp wphiwmnwbpubiphniunidtwdbpnyuljut

12. 4. bPupunipnyb wpjtwunwbptbph ntundtwdbpnyuljut pupun

Twuptpugh Wnipuntjthfulut thengutph
wywhnynith v v s v v s s s s
Qhwhwinnite v oo v ss i s e



15.

14.1. [uwbnnubph ghnbkihpubph

UNNLGDLUs s s s w s nsannasnsnsaasanasntassannsnnnnns

A | T 1T 1
14. 3. Quwhwundut
SWRWUROUED v s v s v v s e st s s s

Twuptipugh hwdwpnn
BQWPWGRRYe v v v



FUSUSIUGPC
1. Ywuptpwgh nbppl nknp Yppwljut Spugpnud!.
«@npéwpup wlq Eipkpuupbpugpjuplnpynidt dudwbwuljuljhg Yppnipjui
ptuquupniddwutugbnubphyuwwnpuundwignpépipugnid, utbpundws k Yppujui
dpwgphniuntdbwljut wjwuh «wnnil dwutwghnuwiy jppudwunid

2. twuptpwugh tyuwnwlp b punghpubpp.
2.1. Ytwuptpwugh tyuwwnwl k.
" 1kqyh qupqugiwl  ophtwswihmpinitukph  JEpwpkpjug - ghunbihputph
thnfjuwignid nruwbinnubphtd
* wnwplujh swthwuhoubph htwnwgnunipjut opowtiwmjubipnid
huiwnnipnitutnh b jupnnnipniuutph dbwynpnid ntuwinnutph dnwnl
* jkquljutt  hpnnnipnibutbtph hudbdwunmput b JEpnuskne
niuwlnipjnitittph dknpptpnid ntuwtnnutph Ynnuhg
* wdpuyinl) pwtwynp Jkpupununplint b quuwuqut JEpnisnipjniuutph
tupwupytnt hdnmpniuutpp,npnup wybkih kb gyniphtt pupdunid wug kpku
1Eqyh nhpuy kwnnidpl
* pwtwynp b qpuynp hunnppuljgnipjut dky dhwynpdbnt uwhniinipiud,
&ogpuinipjuitt b quunuhnipjut jupnnnipniubpl
2.2. dtwupbpwgh juunhpubph k.

*  Unynpkgul) gnpdupup wigitptuh mkuwlwt hhdpbtpp!

*  Puguupl) wowpuwihophttwswihnipyniuubpp!

* Udpuwinl] nuwbnnubph Ynndhg Adtppphipwés wmbuwut  ghwbihpubpp
gnpstwlut hpwyh&wuyhtt pughputpny

* Unynpkgub] ntuwbnnubpht 4Epnwst] wowupuyh wnwbdtwhwnlnipniutbpp
1Equputinipjut ntuntdtwuhpnipjutt hwdwnbpunnid!

* Cunhwunip ghwnbkihpubp dbwynpl) qtlinygubp Juqubny, hkpwjunuwquugbp
Juwnwnpbnty, gnpstwljut twdwjugpnipyut hdnnipnibttphtt mhpuwbknbine,
wuyjdwbwgptp  Juqubn, pwbwlghnt b Enypbip  wuwupuunbnt
Jtpupbpjuyl

3. “twuplpwught dwutiuljgbnu twttuljut Unuinpujhte ghwkjhpubkpp,
Jupnnnipniuubpp b hdnnipniubtpp /quupupwugukpp/......
«Gnpéwpup wbqbpEpuuptpughtt dwubwlgbhnt juplnp  twhuowyuwpdwt k|
niuwnnubph twpjhunid dtnp pEipdus ghnbihputph, jupnynitwlnipniiubph b
huwnnipjniiubph wnjuynipniup

und

Vukpuyugynud £ nuuptpwgh Jupbnpmipniup nfjug Yppulub Spugph jbunppubph nusdwithupgnid b nknp
niuntdwfw wiuwinwd pun Yppwpnlukpp



«Gnpéwpup whqbpEvnuuptipughtt dwutwlghint juplnp twhoyuwypdwu k|
niuwinnubph ghwnbtjhputph i} hdunnmpniuutph wnljuynipiniup
023102.00.6dwutiughwinnipjut puuuyph Yppuljut dpwgpnid
niunigutiynn«Uuq ipkt (Eqyh ndwputinipiniiy,«Skuwljut phpuljutnipnii,
«Punwghwunipjnily nuupupwugutphg

4. Ytwupbpwugp dbwynpnud E hEnbjuy Yppujui Jepptwpyniup(ubp)p? b /fud
yndytwntughwubpp.

«Gnpbwpup wbqpkty nuupupwgh ntunidbwuhpdwbwpnniipnidniuwingh
wljuluynnybpoimupnniuputpubi.

e Jupnnuuw Yuwqul) qtlnygutp, Juwnwpk] hbnwjunuwquugqtp, whpuybnbkp
gnpstwljut twdwugpnipyutt hdwnnipniuubpht, pwbtwlgbnt b Gnypubkp
wuwwnpwunbnt Jwupnnnipniutbphy, htywbu twb bpw dbky Yalhwynpyh
uwhniunipnit, ogpuinipinit b Junwhnipjut putwynp hwnnppulgnipjut
dudwtiml:

o hdwtwgnpswpup wuqpkuh nbkuwlwt hhunitupubpp,

e hdwbwniwnidbwuhpynn wowupujhniuntdbwuhpdwt dbkpnpuljut hhdpubpp

e Jupnnuuw dknp phpwd mbuwljub ghnbkihputpp hpwnetk] gnpstwjuiind,

e whpuwbtwnj (kqupwinipjut hbnwgnuunipyub dkpnnubph,

e Jupnnuuw (Ekqulijut Jipnidnipiniutitp juwnwpt) pun swwhwhoutnh

e Jupnnpuwiw wrwpluwih ntuntdbwuhpnipiut sppwwljubpnidopowtiwljubipnid
Juwnwpt] hupunipnyb kqpuihwgnidukp!

Twuptipughniuntdbwuhpdwbwpyniuipnidniuwinnpdnplpiphhbwnbjuwyndy bnk
tughwubtpp.
U)Cunhwiupwljw yndybwnkughwbp
Gnpohpuyht ndybnbkughwubkp (F4)°
QY1 Jpnustint b uhtipkqbint nibwlnipntl,
FU4dwuttughnnuljut ninpnh ghwnbhpubph hhunitpukp,
QY9uunhputph nudnud,
QY10npnonidutiph punniunidl
Zudwljupquyht Yndybinkughwibp (2349)°
292Y1ghwunbjhpukipp gnpstwljwnid jhpwnkint jupnnnipntl,

2http://www.vsu.am/karg/ararkayakan-nkaragir-17.pdf
Lpugynid Et  «Unwpyuyh  bjwpwgph  dowldwb  pwquuyupnipjui»  Yndwybnbkbghwibph  gwuyht
hudwywnwupuwil
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2942 htnmwgnuinipjniutp junwpknt nitbwlnipniukp,

2943 unynpbjnt nttwlynipjnil,

2948 hupunipnyb wohimwnbnt nittwlnipntl,

A)Unwunpuulut (flwutwughnwljub) jndybwnkiughwbtp (UY)

UY2hunul] hunnpnl) vnwuggws htupuyhtt ghnbjhpubpp,

UY4gniguptipt] wowpluyh pughwinip junnigdwsph b wnwtdht dwubkph
Uhol yuuytph hdwgnipnil,

UY6yhpwunk] nfju) wnwpluyht punpny dkpnnukpp,

UYllmhpuybnbku hupunipnyu hbnnwgnunipjut dkpnnputphtt b jupnpubw
dbjuwpwtit] hEnmwgnunipjut wpyniupubpp,

UYl4nhpuybtntt ndju] dwunbwghnwlut dwljwuppulnid  wwhwbeynn
ndybtwntughwttphtl

5. Qwupbpwgh nhpp  Yppuwfwub  Spwqgph  ppgwlwfwpnttph - ghwunbihpubiph,
Jupnnnipniiutph b hdumpnibtttph dbwdnpdwtt hwupgnid puwn

wouiwnwonijugh wwhwuetbkphd.
«@Gnpéwpup  wbqgkpiyuupupwghg  dknp pEipduwsé  ghwbjhpukptt
hdnnmipnitubpp  opowttwupup fupnn £ Yhpwel] hp dwubwghunwului
gnpoéniubinipjutt pupwugpnid, Yppuljut hwunwunmpmnitbibpnid woluwnk)n,
twlb  wuwhpwbwnnipuynid  Yppnipniup owpnibwlbnt b Yppoipjub
ptwquyunnid ghnwljwt hbnnwgnunipniuubp junwpbint tyuwnwyngd

6. Twuptipugh Swyjwpniunidtwljutt wohtmwnwiph  wbkuwlubpp, wpyniupubph
wuthnthdwt dukpp

Unlju Zkpuju
Quithwlihy niunigdwb niunigdwb
hudwlupg hudwlwng
Twupupwugh punhwunip
wojuwnwinwpmpiniup(plnhn /punhwinip 3 ptinhwn/90 dud
dudwpwibiwly)
Uslumnwtiph mkuwljp dudwpwtiuly dudwpwitiuly
Twuwununipnil 4
Anpstwljub wojuwnwup 6
Ubkdhtiup wwpuyuniup
Lwpnpuwnnp wohuwinwiip
blpunipniyt wpuwwnwp 80
Cunudkup

Suoynud E, ph nju nuuptipugh jnipugdub, wdthnthdwh wpyniupnud dknppipyws ghwnbihpubpp,
hdwnnipniuttpp b jupnnnipnibibpp wojuwwnwonitjuygh np phwgqujuebpnid b npnpunbkpnud jupnn &
apguiiuuipinp Yhpunk)



Uwnniqgdute alip (uinniqupp/plpwughly
pulinipyni/huipugnidwpuhti ptiinipyniiy)

7. Munmdtwljut wohmunwbtptphnbuwlubpp.

e Ttwuwfununipniip npuwuwpinuh  Ynnuhg nwupbipwugh  Spwgph  opewbwlubpnid
ghnuwljub-ntntjunujut  ptdugh  Jhpwpbpu;  wpudwpwinpitt Jupnigdws,

htnlnnulijwt nt wwpq junuph swpunpuipt k, nph tyuwwnwliu L ntuwtnnhtt vy
huwdwwwpthwl ghnbjhputp Ywuwjunup Jipnidnud, dbjuwpwinud  phduygh wnwyty
Juplnp, nddup puauytih, hwigniguhtt hwpgbpp! fwuwjununipiniip ntuwtinnh wnel
nipjugdynny ghnwuljut vh fwbwwwph E, npp tw Jupnn b dhuyt wiugul] ghnuljut
qrujuinipjut pupbpguinipjul, ntuntdbwlut punyph wy] wwpuuwdnibiputph b
hupunipnyt juunwpwsd wppimwnwuputph sunphhyl Ywuwpimup whwp b jupwth
ntuwinnh wlwnhy hdwgupwbwlub  gqopéniubnipinitp, twwuwnh  tpubg
untndwgnpéuljut dnwdnnnipjut dhwynpdwip! Nruwinnp unybwybu whwnp b hth
nuuwjununipjutt wlnhy dwubwlhg Nruwingp guuwjunumpjuip tkpjuywiuwgnig
wnwy whwp k Swinpugws 1htuh nyjw) puuht ukpyuyugynn ptdught, npuykqh jupn-
nuiw vwutulgl] ntuntdtwljut gnpéplipught

¢ OnpStwjuwbwppiwnutpitph  dwdwbtwl] nruwbingp juunwpnmd £ juupubught
wohunwip puuwpinuh widhgwwl  njwjwpdwl Ubppnl  Qnpstwlul
wuwpwwuniupubpp wbghugynd b gopStwlub puughputph psdwd,
wnwownpuuptiph hpwlwbwgdwl, phuwnbph, hpwyhdwluyhtt Jpnisnipniuubph,
gnpdwpwp  huwnkph, fudpughtt | wpjuwwnwtpubph, wbwhtt  wnwewnpubputph,
ninknujhtt gpnhikph, htnbpulnpy] nunigdwb dhongn wnbuwljwi ghnbjhpubpp
Jhpwobknt, gopstwlub nitbwynipjnibtitph b hdwnnipnitubph  dtpppipdwt b
wdpuyundu tyuwwnwlyny! Twuwjunut wnwownpnid k gnpsuwfjun
wuwpuwwuniupubph phdwb, twywwnwlp, punhpubpp, wyt hwpgkpp, npnup whwp L
nwst]  gopstwlwt wwpwuuniuph pbpwgpnid, gopStwlubt  wwpwuwuniph
wigugdw dkpnnubtpp b yunwujpwinid £ ntuwtnnubiph nwjws hupgtpht!

e Utuhtwp wuwpwudnitpubpp pdpughtt yupwwydnipubph hhdtwljubt wkuwlutphg L,

nph pupwgpnid nuwtnnp unynpmd £ puwtwdnp pwpunnt) Wnipp, wquownwwil) hp
mbuwltnbutpp b Gqpuhwignudubppl  Ubkdhtwph  pbpwgpnid niuwtnnubpp
puttmpynid, wwunwupwinid Eu phdwb, qiynygubpp b pbbbpunubpp, npnup
hwudtwpupt] £ puuwjunup!
Utdhttwphtt yuunpuwunybnt hwdwp wthpudbion t niunidbwuppl] hhdtwlut b
lpwugnighs gpujuiunipnit nju phduyny! Fpuljuinipyui niunidbwuhpnipmniihg b
hwdwnninwgpnidhg htnn whwup E juqul] gyut® pwbtwynp yuwnwupwih hwdwap,
www Unwst) kinyph pnuinulnipyjuthwpgunpnidutph b unwupiwbibph dwuhtd

o Lupnpuunpupiwnnwpubpp  tywuwnnid Bt mbuwljut ymph wnwdbl] quy
mipugdutp b wdpuyindwip Lwpnpuwnnp wojpwnwbptbtpp tyuwnwl] nmuku
wdpuyiunbnt numdbwuppynn phdwubph wbuwlub ppoypubpp, ntuwbnnubpht
niuniguiibjnt thnpdwpwpulut hbnwgnunnipniuitiph dkpnnutpp, hwnnppbno

4 enn k) wyb mkuwyp, npp wju puuptipwugh puuuyuindui hwdwp twwnbujws B rwuvwduwingnnp jupnn b
ujupugnpnipniip thnfub) fud jpugnidubp Junwpby)




hupunipnyu yEpnidnipjut, ndjujubph wdthnthdwi, jwpnpunnp vwppwynpnidubph,

huwdwljupghsttiph, wwppbph, LEjupnbughtt dpwgpbph htinn wppiwnbkne thopd b
hdinmpniuubpLwpnpunnp . wojuwwnwip wigjugdwt  hwdwp  nruwbnnp
wwpuwynp k niuntdtwuppbjptdught Jbpwpbpny  wbuwljub unipn
(puuwjunuinpnil, hwduwyuwunwupwbt qpujutnipinit) b thnpdh, hknwgnunipjut
Ubpnyninghwid
Twuwjnup hulnnmpjudp ntuwbtngp hpwlwbwgind £ thnpdp, hbnwgnunipiniup,
gpuignd Lt wpymbbpubpp U Juuwpnid (gpuignid) hwdwywwnwuppwt  bqpu-
Jugnipniu

e hupunipnyt  wpjuwwnwtpp nruwbnpubph  numdbtwlub, ghnwhbnwugnuulju
wpuwwwiptt E, nptt ppujubtugynid £ qpuuwpinuh wpwownpuipny b dkpnpuljut
ntjujupnipjudp, puyg wnwig tpw widhpwljwt nEjudupnipjul
Puplinipnyt wpunwbiph wkuwlikpt G

* [hdbpwn - ntuwbnnubph hupunipnyu gpudnp, npnkn ntuwbngp owpunpnid k nplk
hupgh Jud phduyh Enpmibp’ hkudbng qpujut wnpnipubph Jpuw (quuwgpptp,
Antwplubp b wyp).

* Qopdwpup hwnbp - wuydwtwlwt  hpwdhfulubpnd unghw-nbtnbuujub
hwdwlupgbph b dwppubg dwubughnwlwb gnpéniubnipyut junwjupdwt gnps-
pupwgubph tdwbwlbnsuyhtt dnpbjuynpnid’ wnwewgnn hhdtwhtinhpubph niund-
twuhpdwb b jnusdwt tyywnwlny

* Fuub- wpdwl] unbnswgnpdnipmnit’ pttununnmpjut b jpugpnipjut dwuph npbk
huunph wquun JEpnidnipemnil

* Ynp ubnub - hupunipnyt wohwwnwiph dbht punpny b phdwwnpl pwbwdtsh
hwdwnpnudp judpuyghtt wppuwwnwtiph htiwnl

* Unulpbw hpuwdhfuwlubph dhpnmidnipnit- nuwbnnubph wlnhy gqopéniubnipjut
Juquulitpydwt wdbbwwpynioudbn b wwpwsdws  dukphg Uiy L npp
qupqugunid  t dwutwghnwlut b Yhgnipjuup Jtpwpbkpnn wwppbp hwpgbpp
Jhpnisnipjut jupnnnipmiip!

* Lwhiugstph dbpnn- nmunidbtwdwbwsnpuljut, unbnswgnpswljutt jud pjpwnuyht
hwdwwntn gnpéniubinipjut nbuwl b undnpnn-gnpdpultpubph dhol, npnup niukl
puphwinip tyuwnwly b hwdwdwjubgqus dhengubpn' ninndws nplk juunph msdwi
Jud npnowlh wpyniuph dAbwlEpydwtl

* Zwpgh whwywunpuwundwi  dngk;  -judwdnpoipjub ulqpoibipny  punpdus
ntuwunn hp bwhiptnpws hwihpd ding twhwyuwnpuunnd b ndju] wnwuplughg
putnipjutt Jud uwnniqupph hwpgiph hp wwwuwupwibbph thwpbpp Luunipniihg
(uinniqupphg) 1 owpwip wnwy bwhwbdunmyd b hwptpp nuuwunuht, npp uinnignid
wyny Woipkpp b npnond gputlg hwdwywunwupwtnipniip nyju; wnwupluygh
pnjuiguljnipjuip!

* Duplunipnyt wohmuunwibp hudwguignid - tnp nbknkjunjulijut mtlutninghwttpp
Jupnn Eu oquiwgnpéyl] hbwnbjuwy twwwnwlubpng' hwdwgwignd wihpwdbon
nbntjuunynipjutt npnudwt  hwdwp, bpljununipmnit hwdwguignid, phdwnhly
guiiguyht tobph oquuugnpénid!

* Uolhmwwnwbpught ~ wbwp-  twpwwnbuwws b nuwbnnubph hupunipnyh
wpluiwnwuptbph hwdwn b pny) kwnwjhu ghwhwnb] ntunidbwljwb yniph nipugdui
wuwnhfwht niuwnnubph Ynndhgl

* 9hlniyg- npbk gqhunwfjwtt Juwd hbknwgnuulut  ptdwuh  onipe juunwpws
Eqpuljugnipniuubph, vnugus wpyniupubph tkpljuyugnid ntuwinnh Ynnuhgl

» Zwpgugpnig- YEpwhulnpnipjutt dhong, npp juquulbpynid E npybu hwnndy
qpnyg nuuwjwinnnh b ntuwbnnubph dholt® juwdws wyyhuh phdugh hkwn

5 Fnnk wyt mbuwlyp, npp wjw uupbpwgh puuujuingdut hudwp twpwnbufuws FYwewjuingnnp jupnn §
ujupwqgpnipniup thnjul)] jud jpugnidubp juwnwpty)



htusyhuhtt jupquuyuhnipmnitt k b twpwnbujws £ hunwljtigul) ntuwunnukph
ghwbihpltph opowlwyp Ynyptn ptuygh, hupgh Yhpupbpyuy!

8. NMTwuwuinuui Ubkpnnubpttpt hh‘ﬁhhdhulhulpgul]h'u nuuwjununipntl,

nuuwjnunipjnii-bpjununipnil, puuwpnunipnla-putwupynud,pidunhly  ukdhtwp,
ubdptwp-putun]bg, qnpstwlumt wohunubp wihuwnwlut wounwbp, qnpstulub
wohunnwtp  udpught wownwbp, nmumgmu  gnpénnnipjudp  (action  learning),
hpwyhdwlwyht ppunhptbph Jepnidnipinil, gnpswpup ppwunbp....

Nuunultwnnipyut - dbpnnubpl &0 dnphph  pwpunbqugpnid,  phuught  putwplnud,

hpunpnipnitubph  JEpndnipinit, wgnphpdutph b hpwhwbqubph  Juqunud,
winniuwljubph b nuuuupgdut hwdbdwndwt b hwdwlupgduwt vjpbkdwbph juqund,

thnpdh/hbnwugnunnipjut wpyniupubph JEpwpkpu) Egpujugnipjut ukpluyugnid. . ..

o Lhphuyugyus ki ophiufubipnl twuwduinnnp jupnn k ajupugpnipniip thinpub) jud jpugnudiutp junwpt]
7 Ukpyuyugyws ku ophtiwljubp. Ywuwuwinnnp Yupnn b tjupugpnipiniip thnfub) ud jpugnidubp junupby]



10. “Ywupbpwgh hwdwpnwn pnwinulnipiniup, ntunidbwjut wouwwnwph Swduwp' puwn pwdhuttph bt phdwtbphé.

ntuntfbwljw wpuwnwiiph Swduwyp b
wnbkuwljukpp

phdw
(Unnny ?)

rhy

nuu.
wpumnwl
ubd.

qnpsd.
wpumnwl
[wp.whuw
wnwlp

Unnny 1

1 » Introduction into Business
English.

> Business Language and
Etiquette

» Telephoning.Telephone

calls

A\

Recruitment.
» TOEFLwords

2 » How to write CV 2 2
> Office Regulations and
Procedure.

> Presentations.

> Meetings

Sudwt | opwgniguyht wjjwtht

blupunipniju
wouwnwip




» TOEFL words

»> How to write a cover
letter.

» A company visit

> Business Language and
Etiquette

» Travel

» Going on a Business Trip
» TOEFL words

> Job Interview

11. Nuunudbwdbpnpuljut gpujutinipjut wywhnydwb pupwn

h/h UbuJunidp/htnhtwly Zpuunwpulnipju mwuph
NMupunwunhp gpuljutinipnit (M)
1. Bill Mascull, Business Vocabulary in Use,Intermediate (Cambridge Professionl English) 2002
2. | Michael McCarthy, Jeanne McCarten David,Clark Rachel Clark,Grammar for Business 2009
3. | Svetlana Pliucka, Business English 1998
4. Gale Research,Business leader profiles for students 2012
5. Ian Badger,Everyday Business English 2003



https://www.amazon.com/s/ref%3Ddp_byline_sr_book_1?ie=UTF8&field-author=Ian%2BBadger&text=Ian%2BBadger&sort=relevancerank&search-alias=books

Colm Downes, Series Editor: Jeremy Day, Cambridge English for Job-hunting
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Lpwgnighs qpujuiinipini(LY)

1. H.G.Widdowson «Linguistics, Oxford 2009
2. Irene Barall,Nicolas Barall, Intelligent Business Intermediate 2015
Zudwgwbguyhtt mbnkjunduluwt yquwowpubp (2SN)/EiEjunpnuught wnpnipttp (EU)

1. | Wikipedia
2.

12.  QYwupbpwugh ntunidbwdEpnnyuljut pupn

12.1. Ywuwununipjniiibiph niunmdtwdbpnpujutt pupwn

hdw frunuftwuppdng dudwpwul | Fpuljutinipinil
hupgtp
1 Introduction into Business English. Business Language What to do and how to 2 Svetlana Pliucka,

and Etiquette
Telephoning. Telephone calls

Recruitment.
TOEFL words

behave.
1. What are the few basic

rules of introducing people?
2. Which is the simplest

way of introduction?

3. Which are the more
formal forms of
introduction? 4. Which are
the conversational forms? 5.
How should men be
introduced to women? 6.
What does one say as a rule,
when introducing a man to
a man, a man to a woman?7.
How to prepare yourself for
making a telephone call?

Business English
Ian Badger,Everyday

Business English

2 How to write CV
Office Regulations and
Procedure.

Presentations.

1 Why should recent
graduates put the education
section near the top of
their CV?

2 What term does the

500 Words, Phrases,
Idioms for the TOEFL
iBT Plus Typing

Strategies



https://www.amazon.com/s/ref%3Ddp_byline_sr_book_1?ie=UTF8&field-author=Ian%2BBadger&text=Ian%2BBadger&sort=relevancerank&search-alias=books

Meetings
TOEFL words

author use to mean just the
main pieces of information,
nothing more?

3 Under what two
circumstances would you
include your A-level results
ina CV?

4 What qualifications should
you mention first?

5 What should you do if

you’re searching for

employment in the IT field?

How to write a cover letter.
A company visit
Business Language and Etiquette

1 What'’s the difference
between a CV and a
cover letter?

2 Have you ever written a
cover letter in English?

3 What did you write in

your cover letter?

Colm Downes, Series
Editor: Jeremy Day,
Cambridge English for
Job-hunting

Travel
Going on a Business Trip
TOEFL words

Job Interview

1.Make a reservation for a
flight.

2.Know how to behave
appropriately

on a business trip.

3. How often do you goon a
business trip? 4. What kinds
of things can go wrong
when you travel by air? 5.
What kinds of things can go
wrong when you travel by
air? 6. Have you ever had a
bad flying experience

1 Have you ever been
interviewed for a job in
English? How did it go?
2 How do you feel about




going for an interview?
3 How can you prepare for
an interview?




12.2. @npstwlub wonmwnwbputph /ubkdhttup wuwpwwdniiptbiph ntundbwdbpnnpuljut pupn

Qpuljutnipini
Uwnnul
[FGUw Munidbwuhpynn hwpgkp dudwpwiutly
diqul
Introduction into Business English. 1. What are the few basic rules of introducing 2 interactive Colm Downes, Series
Business Language and Etiquette people? Editor: Jeremy Day,
Telephoning. Telephone calls 2. Which is the simplest way of introduction? Cambridge English
. 3. Which are the more formal forms of £ b-hunti
Recruitment. ) _ or Job-hunting
introduction?

TOEFL words

How to write CV 1 Why should recent graduates put the education | 2 interactive 500 Words, Phrases,

Office Regulations and Sﬁcfiog\r;far the top of Idioms for the TOEFL

their CV? . .
Procedure. 2 What term does the author use to mean just the iBT Plus Typing
Presentations. main pieces of information, Strategies
. nothing more?

Meetings 3 Under what two circumstances would you

TOEFL words include your A-level results in a CV?

How to write a cover letter. 1 What's the difference between a CV and a 2 interactive Ian Badger,Everyday

A company visit cover letter? Busi Enolich

Business Laneuase and Etiquette 2 Have you ever written a cover letter in English? interactive usiness Lnglis

§1ag q 3 What did you write in your cover letter?

Travel 1 Have you ever been interviewed for a job in 2 interactive
Going on a Business Trip English? How did it go?
TOEFL words 2 How do you feel about going for an interview?

Job Interview

3 How can you prepare for an interview?
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12.3. Pupunipnijt wohimwnwtiputiph ntuntdbwdbpnnuljut pupwn



bupunipnyt wpjuwnwie Niunidt U t Uk Ul
h/h punpnyh w2 ph runufiwuppgan 2uunutiph Pl Uunniqdwbdlip Qpuljwbnipiniu!®
ptdwttpp hwnpgtp nkuwlp’ duwdljtwntukpp
1. Job Interview ZEnmwuqnunipjut NEdbpun, Yhuwdjulh bPunmbkpuljnhy hwpg nt na, La
nupugpmid wnwowgus | Euuk, nupugpnid, jud | wuwnwuiwl,
hwipgtph putwpynid b Pupunipniyh Jtponid hwpgujuniyq
wupqupwinid] wpluwnwip
hudwguiignid
2. | How to write CV 19,19
3. | Health and Safety Issues nq, 19
Telephoning nq, La
5. | A Company Visit nq, 19
How to Write a Cover nq, Le
Letter
7. | Running a daily team 1, L&
meeting
8. Working or Studying na. 19
Abroad
9. Socializing and nq, L&
Entertaining
10. | Meeting a client for the nq, L&

first time

9 Sku 7-pn Yhwnh hhughpnpny wwppkpnipmniup
10 Cutn 12-pn Yhnnid tpgws guithh, op. NG 1, 1S 2 b wyph




11. | Transport for work na 19

13. Ttwuptpwugh ympwunbkuthjuwt vhongutiph wyywhnynid!!

Mrhunipup wudutnudp, putwlp, tjupugpnipniip (wthpudbynniput

[rhunipup wdubnudp nkypniu)

Luwpuwi (hwwnntl juhwynpdwdyp)

Uniphp jupnpunnp wpuwnwbpubph hwdwp

Uwippkp, uwppwynpnidikp Zudwlwupgswiht vwppwynpnidubp, hntuwh htnbpubn juw;

Zudwlupgywiht Spugpkp

Uj

uoynud bt vwpp-uwppwynpnidikinh, hwdwlwnpgsuyhtt Spwugqpknh tjupugpnipmnibiibpp b pwbwlp, npnup wthpudtown i mju nwupbipwgh ntunidbwljw gnpépupwgp
Juquuybtpybnt hwdwp




14. QGtwhwwnnid

Zudwjuwpwind  gnpdnud £ pwjuwyudphwwnh, dwghunpuunipuh L
wuy hpwtwnnipuh nuwbunnutph ghwbjhputph wwppbpujut unnigdut b
ghwhwwndwbt pwquugnpéntuhtt  hwdwlwpg, nph  Jhpwnlidwt hhdbwlwh
byuwwnwlubkpt G’

*  Juquulbpwybt; nuunidbwpnipyutt hwdwswth  wohuwwnwtpught
gnpépupwg, wwwhndt] qhwbihputph hwdwlinpdwih uwnnigmd,
hupwtt) ntuwmtinnh hupunipniyu wppnwwmwpn,

*  hpwluwbwuguby hupunipnyt wnwownpuwupubph, nupwghly
unnignidubph  (unniquppubp b putnmipjnibtbp), nundbwlut
gnpdpupwgh  wy  pununphsubph  hwpjuwenid - htwnwnupd  juwh
wpyniiwybn - dkjuwbhquubph  bkpimsdwt  dhongn] h twuuwn
niuntdtwnnipjut gnpépupwugh pupbjuyduil

Zudwjuupwinid qutwhwndwt gnpéptpwugp juintwlupgynid £ hwdwdwjt
qnpénn Jupgh'*

14.1. Qhwubjhpubph unniquwi b ghwhwndwb puqunphsibph ki

* nuundbwjut gnpépupwghtt ntuwinnh dwubtwlgnipjutt wuwnmhgwih
guwhwwnnid nuubkpht hwdwpnidutph hwoqundwt
Uhongn] wnun]kjugnijup 20 dhunnp,

*  gnpstwlub (ubkdhtiwp) b jupnpunnp wpjpwnwtpubph pupwgpnid tpw
wlnhynipjut b hdnnipnitutph hwogunnid b gowhwwnnd pupwughly
unnignidibph dhongm] wpun]kpugnyip gnudwpught 20 thundnp,

*  hupunipnyu  wppiwwnwbpubph  (wthwnwluwt  wpwewnpuuputp)
hwounnid b gowhwnnid wmnwytjwgnyup gnidwpuyht 20 vhwidnp,

* quupbpwugh Gupwpwdhuubtph b Spwgpny twhwwnbudws wyp
wnwownpuupubph juunwpdwt b pmipugdwt pupwghll unnignid b
gbwhwwnnid Jhuwdjmlhh pupwgpnid (pupwghl] puunipymibtbp jud
unniquipplbp) wrun]kjugnyip gnudwpughi 40 Uhundnp,

*  unnigdul wpryniuputiph wdthnthnid gbwhwwndw uoduws
pununphsubph wpyniiptbph hhdwi Jpu b nuuptpugh wpynibwpun
quuwhwwnwlwih Atwynpnid wnw]bjugnyip gnidwpughi 100 dhudnp!

14.2. (Muwbnnubph ghnbihpubph unnignid.
Twupupugt wdthnthynid uinniquppny
Lutinmpjudp wdthnthynny puuptipugh wjupunynid £ jhuwdjulh 2 phtunipjut

2Jubwdnph Z. Cnidwiyuith wijui whnwjwh hwdwjuwpwiy  hhdtwugpudhniuwinnubph  ghnbjhputph
unniquul, quwhwndwit b hwyuodwt jwinbwupgr(pugnijus 9N2-h  ghrnwui  junphpnh  Ynndhg
30.062022p.),



vhongny b Ujniu pununphsutinh quwhwwnnidutph wpyniupubpny!

Uwniniquppny wdthnthynn quuptipugh wjupunynd k£ jhuwdjuljh pipugpnid
niuntdttwmljut iyniph jnipugdwt wunmhgdwip npnonn 2 pupwghly unnignidubtph b
Ujniu pununphstubnh quwhwwnnidubph wpyniupubpny®

14.3. Zwupgwowp (puwnn dSpuignp)

Common interview questions

1 Why did you choose to study your degree subject?

2 What did you most/least enjoy about your time at university?

3 What skills did you develop at university?

4 What was the most challenging aspect of your degree course?

5 How will your degree help you in this position?

6 Tell us something about yourself.

7 What do you like doing in your spare time?

8 Why do you want this job?

9 Why should we hire you?

10 What can you bring to this position?

11 What do you consider to be the key skills necessary for this position?
1 2 What will you do if you don’t get this job?

13 What are your strengths/weaknesses?

14 What is your biggest achievement?

1 5 What do you know about our company?

16 What attracted you to our company?

17 What do you think of our website?

18 Who would you consider to be our main competitors?

19 What trends are likely to affect our industry over the next few years?
20 How do you typically approach new projects?

21 Describe your management style.

22 What sorts of things do you like to delegate?

23 What qualities do you look for in a manager?

24 How do you handle stress?

25 Tell me about your ability to work under pressure.

26 In what environment do you work best?

27 What motivates you in terms of work?

28 What interests you most/least in your current work?

29 What would you change about your current job if you could?

30 Why are you considering leaving your current job?

31 Why did you leave your last job?

32 What are you looking for in a job?

33 What do you think will be the most challenging aspect of this role?
34 What kinds of decisions do you find difficult to make?

35 Tell us about a time when you demonstrated good customer service / leadership skills etc.
36 Tell us about a time when you have been innovative at work.

37 Tell us about a time you encountered a problem and how you resolved it.
38 Tell us about a time when you had to make a difficult decision.

39 Tell us about a time when you successfully managed a difficult situation at work.

B3 Yhpunynud E jud wowghl, fud Epypopn wuppipnipmiut pun puuptpugh wdthngdwb dujl



40 Describe a situation in which you took a risk. What were the results?
41 How do you work in a team?
42 How would your colleagues describe you?
43 How would your manager describe your work?
44 When were you happiest at work?
45 You seem not to have too much experience in X. Do you think this would be a problem?
46 Do you think you are overqualified for this position?
47 How have you changed over the last five years?
48 Where do you see yourself in five years’ time?
49 How do you hope to develop your career further?
50 Do you have any questions you would like to ask us?

U)1-ht pipwghljuinnigmid (Yhuwdjmlyh-------- owipwpyuw pupwgpniu)

* CungplJws phdwtbpp.
Gpuynpunwownpuiiphtidniy

Utidniy

Business English / Incomplete Sentences / Intermediate level # 4

Flying on a Plane

QI The worst thing about flying is when you take ........

(a) up (b) in (c) off (d) over

Q2 Landing is also a rather ........ experience, too.

(a) frightening (b) frightened (c) frights (d) frightful

Q3 Come to think of it the bit between leaving the ground and coming down again can also......... on the nerves.
(a) strike (b) play (c) hit (d) fall

Q4 Of course during the flight the airline staff try to keep your mind ........

(a) concentrated (b) dedicated (c) concerned (d) occupied

Q5 They ask you if you want to buy things youdon'tinall........ want.

(a) truth (b) honesty (c) honestly (d) truly

Q6 The captain, whose voice is so........ you feel as if you're sitting at home watching television, starts chatting
to

you.

(a) retired (b) relaxed (c) relapsed (d) replete

Q7 He tries to give you the........ that you're out in your car watching the countryside roll by.

(a) opinion (b) thought (c) impression (d) interpretation

Q8 Then you start to eat your meal and discover that the knives and forks are made of plastic and snap under
(a) pushing (b) pulling (c) pressing (d) pressure

Q9 As you've probably ....... , I'm not really keen on flying.

(a) collected (b) gathered (c) assembled (d) accumulated

Q10 Mind you, once you've landed and you're saying goodbye to the smiling hostess, it's great to know you've

(a) survived (b) surmounted (c) surveyed (d) surmised

£)2- upwghljunnnignid uwdiulh ------- owpwpyw plpwugpnid)
Cungplyynn phuwbbpp.



Fuuniy

Business English / Incomplete Sentences / Intermediate level # 3

Letter Writing

Q1 I think it would be a good idea to........ in your letter that you have worked in that type of business

previously.

(a) describe (b) mention (c) show (d) demonstrate

Q2 You need to improve the......... of this letter because one or two things are in the wrong place.

(a) description (b) indication (c) layout (d) picture

Q3 Before you put the letter in the envelope, make sure you......... it in the right way.

(a) fold (b) double (c) treble (d) hold

Q4 If you want this letter to reach the bank tomorrow, you have no choice but to send it by ........ mail.

(a) speed (b) express (c) excess (d) fast

Q5 When you are going to write an important letter like that, it is absolutely essential that you ........ all the facts

first.

(a) connect (b) join (c) deliver (d) assemble

Q6 When you read something you've written on the computer screen, it often looks all right although you

should

always........ read it first.

(a) check (b) prove (c) proof (d) proven

Q7 I advise you to check........ with a letter or a phone call if you intend to pay them a visit in order to save a

wasted journey.

(a) previously (b) prior (c) ante (d) beforehand

Q8 Since that package contains valuable items, you must send it by ........ post.

(a) required (b) resigned (c) registered (d) repeated

Q9 Quite honestly I cannot trust this particular letter to be sent by post and so I am using the services of a .......

to

deliver it for me.

(a) courier (b) runner (c) traveller (d) carrier

Q10 I'm sure that computer program you use creates a very good letter design but it's far too......... for me.
(a) comprehensive (b) complicated (c) concentrated (d) composite

14.4. Quwhwundwb swthwuhoubpp!
e Shuwlut ghnbkjhpukpp........... 0

e  QnpStwlwbwpjpwnwtputpp. . .. .. 0
e Ubkuptwp ywwpwwydnibupukpp...... 0
e Lwpnpuunpuppwwnwbpbpp... [

e DPupunipnyt wphiwwnwipp. .. . [
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Twuptpught 3yntknhun
hwwnljugynn
Ynbnpinp
Nuunidtwpmput | 3-pn nwnph,5 fhuwdjuy
wnwph / Jhuwdjuy
dwdbph pwppunidp | Luwpwbughte 10 Twuwununipintl
Utdhtwp
Lwpnpunnp wphuwnwip
Anpsuwljutt wpjawnwiip
Pupunipnyt 80
Cunuukup 90
Uwniquut dip Uwnniqupp
Twuptpwugh Twuptpughttiyuunulubgnpsupupnipjuttuniyynn
bywwnwlp
phUwttpnyqupqugubjubq bpkikqynupynitwybwn
hunnpnulgdtnigpuynphipuinynpjupnnnipniuitp
nthdwnnipiniutp,qupqugutjhwunnppulgnipjuthudwp
wihpudbynputiwynpligpuynpunuphnitimnipjniuikpp,
ninupunuujut-ninnugqpujuithdnnipniiubpp, mkpuwnh
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Jupnnnipmiuubpp:
Twuptpwugh Twuptpugp Abwynpnid £ Yppuljub sSpugph hbwnbyjw) yepotwpmgniup(ubp)p.
ytpouwpmyniiptitpp | Ghunkihp

e phdwwnhl punwuywpwnh b tpw gnpéwnwljut
wnwbdtwhwwnlnipnitubph ykpupkpuy,
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dwuhb,

e wljuojutiny wpnuwhwjnbkint dnplpt wnopju—junuwljgulju
njnpunud,

¢ £ognhwn Jhpwnkint punwwywowpuyht b pkpujubtujut
ghwbjhputpp gpuynp b puttwynp junupnid,
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hdwnnipjutp,
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Qupnnnibwlnipinil

cwijuojuinupunuwhwjnbjdnpiptunopju-unuwljguljut

njnpunid,

e £oqnhwnn Yhpwnt] punwwwowpuyht b phpuljutwlut
ghwbkjhpubpp gqpuynp b pwbwynp junupnid

TYwuptpwugh
pnjwlnulnipyniup

NN | ,2e3Fa6a0AUBY, -4alY313Y, 6> UCY3al3UR3pafi%iafia3a3aUao Ya Y»aGA»UsY»i

A/

1 Introduction into Business English. Business Language and Etiquette

2 Job Interview. Writing CV, Resume. Application Letter. Recruitment.
Telephone calls

3 Office Regulations and Procedure. Presentations. Meetings

4 Finance. Bank. Investing. Money

5 Going on a Business Trip

6 Negotiations

7 | Management. Marketing. International Trade.

8 Choosing Meals, the ABC of Table Manners.

Making Accommodations in Hotels. Some Rules
of Pedestrian's and Driver's Behaviour

Office Writing: Letters, Memoranda, Reports.
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20 Uhwynp,
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-  nuupbpwgh Eupwpwdhuttph b $pugpny twpunbugws wyy
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gbwhwwnnid Jhuwdjulyh pupwugpnid (pupwghly pttunipnibatbp
Jwd unniqupplikp) wnwbkjugnijip gnudwpughi 40 thwynp,

unniquu wpyniupubiph wdthnthmd quuwhwndw tyyws pununphsutph
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