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ВСТУП

Навчальний посібник до вивчення дисципліни «Іноземна мова за професійним спрямуванням»  складено з метою оволодіння студентами лексичним та граматичним матеріалом, що сприяють формуванню у магістрів загальних та професійно-орієнтованих комунікативних мовленнєвих компетенцій (лінгвістичної, соціолінгвістичної і прагматичної) для забезпечення їх ефективного спілкування в академічному та професійному середовищі.

Відповідно до Програми навчальної дисципліни, навчальний посібник  «Іноземна мова за професійним спрямуванням» складається з двох тематично структурованих частин:

1) Частина 1: Розширення лексико-граматичного мінімуму;

2) Частина 2: Анотування і реферування наукових текстів.

Обидві частини схожі за своєю структурою і містять наступні елементи:

•        основний навчальний професійно - спрямований текст;

•        завдання для роботи з текстом;

•        теоретичний матеріал;

•        лексико-граматичні вправи; 

•        комунікативні вправи для розвитку мовлення.
До кожної частини розроблені лексико-граматичні вправи для засвоєння і закріплення основних граматичних явищ англійської мови і лексичного мінімуму, які є необхідними для самостійної роботи над англійською літературою за спеціальністю менеджмент, а також ситуаційні задачі для підвищення мовних навиків з менеджменту. Вивчення /повторення граматики відбувається на матеріалі аутентичних професійно-орієнтованих текстів з урахуванням особливостей спеціального стилю мовлення у сфері менеджменту. Система вправ спрямована на розвиток навичок перекладу, анотування і реферування оригінальної літератури за зазначеної вище спеціальністю.

Для контролю знань студентів до кожної частини розроблені контрольні завдання. Додатковий матеріал – тест на визначення рівня мовленнєвої компетенції студентів (В2). 

Тест на визначення рівня граматичної компетенції 


Present tenses

1.  My boss ____ work before 7 a.m. at least twice a week.

      a) starts  b) is starting  c) does start

2.  At the moment, sales______very quickly.

      a) increase  b) are increasing  c) increased

Past tenses

3.  Only six people______the training yesterday.

      a) attend  b) are attending  c) attended

4.   What______at your appraisal last week?

      a) did you discuss  b) you discuss  c) do you discuss

Will and going to

5.  Are you late? ____  you a lift to work if you like, 

      a) I’ll give  b) I give  c) I giving

6.  It’s already decided. We______the conference in May this year.

      a) are going to hold  b) held  c) hold 

Modals

7.  I’m not sure what to do about the meeting. I ______just postpone it.

      a) can  b) shall  c) might

8.  Stop here. You_____ go into the chemical research lab.

      a) don’t need to  b) mustn’t  c) couldn't

Conditionals

9.  If I were you. I ______for the job.

      a) would apply  b) apply  c) applied

10. If sales_____ _ further, the company will be in trouble.

      a) will fall  b) fall  c) are falling

-ing forms and infinitives

11.  My colleague suggested______out for lunch.

      a) to go  b) go  c) going

12. Are you hoping  ______promotion?

      a) to get  b) getting  c) get

Comparatives and superlatives

13. James is much______at finance than Henry.

      a) good  b) better  c) well

14. The Oxford branch is ______successful in the whole company.

      a) the more  b) more  c) the most 

Relative clauses

15. My boss, ____ is the head of HR, is planning to retire early.

      a) who    b) which  c) that

16.  The department ____ I work in is under tremendous pressure.

      a) what   b) that   c) who

Articles

17. Have you seen______ report we were talking about earlier?

      a) the  b) a  c) -

18.  I’m ______ designer and I work for Shiptons.

      a) an  b) a  c) the

Determiners

19. I'm sorry, but I don’t have_____ money on me.

      a) some  b) any  c) many

20. Don’t worry. We’ve still got___ _ time left before the meeting.

      a) a little  b) little  c) few

Passives

21. Due to a lack of support, the exhibition _____.

      a) has been cancelled  b) has cancelled  c) cancelled

22. All staff reaching their target______________ a bonus.

       a) will give  b) will be given  c) give

Reported speech

23. My boss told me she______ her job.

      a) would hate  b) hating  c) hated

24. Sylvie said she______ to take early retirement.

      a) wanted  b) will want  c) want

Частина 1: Розширення лексико-граматичного мінімуму

Тема 1: CONTACS

Vocabulary

	Business contacts

To greet

To introduce

First name

Surname

Business card

Job title
	Ділові контакти

Вітати(ся)

Представляти

Ім’я

Прізвище

Візитка

Посада


1. Прочитайте про візитки у різних країнах. Доповніть інформацію назвами країн зі списку.

	Switzerland
	Mexico
	China
	the UK


1. People often exchange business cards at the end of the meeting in ____.

2. It is a good idea to print business cards in Spanish and English in ____.

3.Titles (for example, Dr, MBA, PhD) are important in ____ . write professional titles and qualifications on your business card.

4. Business people give and receive business cards with both hands in ____ . Read the card immediately and then give your card to your business contact.

2. Яка інформація зазвичай міститься на візитці? Відмітьте, використавши слова зі списку:

	Qualifications
	address
	surname
	company name
	job title
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3. Дайте відповідь на запитання, обсудіть у групі:

How do people greet business contacts in your country? 

4. Прочитайте статтю Working in a Foreign Company і знайдіть наступну інформацію:

1. Carlos Ghosn’s nationality ______

2. two companies that he works for ______

3. a city in Asia ______

4. three European cities ______

5. a country in Asia

5. Прочитайте статтю знову. Які твердження правильні, а які – ні?

1. Carlos Ghosn is the head of BMW.

2. He travels between Asia, Europe and the USA.

3. Some workers travel to different countries to work on projects.

4. Indian software engineers work on projects in the UK.

5. It’s difficult to travel between European cities.

6. It’s interesting to meet people from different countries.

7. Contacts in different countries are good for business.

8. It isn’t difficult to know what country to pay tax in.

Глосарій

	Head    

Employee        

IT                    

To commute 

Tax             
	the person who manages a company

a person who works for a company

Information Technology

to travel to and from work

the money that a company and employees pay to the government


WORKING IN A FOREIGN COMPANY

There is a new type of worker in today’s global business.

Today, more and more people travel in their job. Carlos Ghosn is a Brazilian businessman and he travels to different countries for his work. He is the head of the French car company Renault, and he spends 40 per cent of his time in Paris. He is also the head of Nissan, and he spends 35 per cent of his time in Asia, in Tokyo. He spends 25 per cent of his time in other countries, such as the USA.

Some employees travel to different countries to work on projects. They are in a country until a project ends and then they return home. For example, many IT engineers live in India but work on projects in the UK and the USA. Other people live in a country but go to work every day in a different country. In Europe, workers regularly commute between Brussels, London and Paris. Plane tickets are not expensive and travel between the cities is easy with a European passport.

But is the increase in business travel a good thing? It is interesting for employees to meet different nationalities. It is also good for business to have contacts in different countries around the world. But here are also problems. Some employees spend a lot of time away from their home country and it is not easy for governments to decide exactly where workers should pay tax.

6. Чи хотіли б ви мати роботу, за якої доводиться працювати у різних країнах? Чому? Якщо так, які країни ви вважаєте цікавими для роботи? Поділіться своїми думками у групі.

Ми можемо говорити про національність у різний спосіб:

	I’m from Britain

I’m from Asia
	I’m British

I’m Asian
	It’s a British company

It’s an Asian company


7. Виберіть правильний варіант із слів, виділених курсивом:

1. We are Britain / British but we live in China / Chinese.

2. There are a lot of USA / American workers in Hong Kong.

3. I’m from Poland / Polish and I live in Warsaw.

4. Three of your employees are in Spain / Spanish on a project.

5. The head of the company is Russia / Russian.

6. Is this your first visit to Kuwait / Kuwaiti?
8. Працюйте у парах. Обсудіть з партнером своє місце навчання чи роботу.

9. Прочитайте текст Management Strategies. Випишіть виділені слова та вирази й знайдіть їх значення у словнику:

MANAGEMENT STRATEGIES

A. Yolanda is a senior manager of a car rental firm:

‘I believe that all out employees can find satisfaction in what they do. We give them responsibility - the idea that the decisions they take have a direct impact on our success – and encourage them to use their initiative – they don’t have to ask me about every decision they make. My style of management is participative – employees take part in the decision-making process. They are given a sense of empowerment.

‘We hope this feeling of empowerment gives employees the feeling that they are valued – with management knowing the effort they make. We believe that all this leads to a higher sense of motivation – interest, enthusiasm and energy – among employees. When everyone feels motivated, morale is good and there is a general feeling of well-being in the organization. This leads to improved job satisfaction.’

B. Xavier is a factory manager:

‘I don’t believe in all this talk about motivation. My subordinates – the people working under me – are basically lazy. They need constant supervision – we have to check what they are doing all the time. Some people think this is authoritarian, but I think it’s the only way of managing. There have to be clear rules of discipline – you have to be able to tell subordinates what is right and wrong, with a consistent set of disciplinary procedures.

‘Decisions must be imposed from above without consultation – we don’t discuss decisions with workers, we just tell them, what to do.’

C. Theory X and Theory Y

Xavier believes in what the US management thinker Douglas McGregor in “The Human Side of Enterprise” called Theory X – the idea that people dislike work and will do everything they can to avoid it.

Yolanda believes in Theory Y -  the more advanced view that, given the right conditions, everyone has the potential to find satisfaction in work.

10. Робітники Йоланди обговорюють її стиль управління. Замініть підкреслені слова із частини А. Зверніть увагу на граматичну форму. Перше речення подане як приклад:

1. She knows exactly what’s involved in our jobs. She makes us feel she understands the effort we make. Valued

2. She encourages us to do things without asking her first.
3. The feeling among employees here is very good. We feel really involved and want to work towards the company’s goals.

4. We have a real sense of the idea that our efforts are important for the success of the company.

5. We have a real sense of liking what we do and feeling good when we achieve specific goals in our work.

Дієслово “to be”

Дієслово “to be” – це єдине дієслово в англійській мові, що змінюється за особами та числами у Present Simple, а в Past Simple має дві форми – для однини та множини.

	Present Simple
	Past Simple

	Повна форма
	Скорочена форма
	

	I

He

She

It

We

You

They
	am

is

are
	Here.


	I’m

He’s

She’s

It’s

We’re

You’re

They’re
	I

He

She

It

We

You

They
	was

were
	there.


 У питальній та заперечній формах Present та Past Simple дієслово “to be”, на відміну від інших смислових дієслів, не потребує допоміжних дієслів.

Ми вживаємо дієслово “to be”,  коли говоримо про:

	· вік

· рід занять

· ціни

· час

· почуття чи стан людини

· національність/ походження

· кольори
	I’m 16 and my brother is six.

She’s a student and her parents are teachers.

This watch is $25.

It is 5 p.m.

He is angry.

They’re Argentinean.

His eyes are blue.


Вправа

1. Доповніть діалог потрібною формою дієслова “to be”. Використовуйте коротку форму там, де це можливо.

Daniela: Hello. ___ you from here?

Estevan: No, we ___. ___ you?

Daniela: No, I ___ from  Italy. My name ___ Daniela.

Estevan: Nice to meet you. I ___ Estevan. And this ___ Maite and Javier.

Daniela: This ___ Estelle, and this ___ Maria. Where ___ you from?

Estevan: We ___ from Spain.

Daniela: ___ you from Madrid?

Estevan: No, we ___. We ___ from the north of 
Spain. Javier and I ___ from Bilbao, and Maite ___ from San Sebastian.

Daniela: ___ you here on holiday?

Estevan: No, we ___. It ___ a study trip. This ___ a beautiful place.

Daniela: Yes, it ___. ___ the trip fun?

Estevan: Some of it. The museums ___ boring. ___ you here for a holiday?

Daniela: Yes, I ___ with my parents but I want to be with my friends. It is much fun.

Часові форми англійського дієслова

Всього в англійській мові існує 16 часових форм дієслова, які поділяються на такі групи:

· Простий (Неозначений) – Simple (Indefinite)

· Тривалий – Continious

· Доконаний (Перфектний) – Perfect

· Доконаний тривалий – Perfect Contionious

Кожний з них може використовуватися у:

· Теперішньому часі (Present Tense)

· Минулому часі (Past Tense)

· Майбутньому часі (Future Tense)

· Майбутньому часі з точки зору минулого (Future-in-the-Past Tense)

Стисла таблиця часів англійської мови та приклад використання кожного з них:

	Простий час (Simple)

Приклад
	Past Simple
I wrote a letter an hour ago.
Годину тому я написав листа.
	Present Simple
I often write letters.
Я часто пишу листи.
	Future Simple
I will write you a letter.
Я напишу тобі листа.
	Future in the Past Simple

He said he would write a letter.
 Biн сказав, що напише листа.

	Тривалий час(Continious)

Приклад
	Past Contionious
I was writing a letter from 4 to 5 p. m.
Я писав листа з четвертої до п’ятої вечора.
	Present Continious
I am writing a letter now.
Я зараз пишу листа.
	Future Continious
I will be writing a letter at this time tomorrow.
Завтра в цей час я писатиму листа.
	Future in the Past Continuous
Не said he would be writing a letter at that time the next day.
 Він сказав, що завтра в цей час писатиме листа.

	Доконаний час

Приклад
	Past Perfect
By the time you came I had written a letter.
До того часу як ти прийшов, я написав листа.
	Present Perfect
I have written a letter.
Я написав листа.
 
	Future Perfect
I will have written a letter to her by tomorrow.
До завтра я напишу їй листа.
	Future in the Past Perfect
Не said he would have written a letter to her by the next day.
 Він сказав, що до завтра напише їй листа.

	Доконаний тривалий час

Приклад
	Past Perfect Continuous
By the time you came I had been writing a letter for an hour already.
До того часу як ти прийшов. я вже годину писав листа.
	Present Perfect Continuous
I have been writing a letter for two hours already.
Я пишу листа вже дві години.
	Future Perfect Continuous

 HYPERLINK "http://easy-english.com.ua/future-perfect-continuous/" \o "Future Perfect Continuous – майбутній доконаний час" \t "_blank"  
By 10 p. m. I will have been writing a letter for two hours already.
До десятої вечора я писатиму листа вже дві години.
	Future in the Past Perfect Continuous
Не said he would have been writing a letter for an hour by 10 p. m.
Він казав, що до десятої вечора він годину писатиме їй листа.


Present Simple (Indefinite)

Present Simple (Present Indefinite) – теперішній простий час англійської мови. Найпростіший час з усіх, вживається регулярно для позначення дій, що відбуваються у теперішньому часі в найширшому сенсі цього слова.

У розмовному реченні Present Simple утворюється за допомогою додавання до іменника (суб’єкта дії) дієслова у першій його формі без частки to. При цьому варто мати на увазі, що при утворенні Present Simple з займенниками 3 особи однини he, she, it  до дієслова потрібно додавати закінчення -s. Наприклад:

I play football. – Я граю в футбол.


He/She plays football. – Він/Вона грають у футбол.

 It makes me stronger. – Це робить мене сильнішим.

Якщо дієслово закінчується на -s, -ss, -sh, -ch, -x, -o, тоді замість закінчення -s додається -es:

He wishes me luck. – Він бажає мені вдачі.

Якщо дієслово має закінчення на -у, то ця літера заміняється на -i, до закінчення також додається -es:

He tries to work harder. – Він старається працювати наполегливіше.

Заперечне речення Present Simple утворюється за такою формулою:

Іменник + do/does + not + дієслово

Допоміжне дієслово does використовується лише з займенниками третьої особи однини. В інших випадках потрібно вживати do. Слова do/does та not можна скорочувати та зливати в одне don’t/doesn’t.

Приклади заперечних речень:

I do not play guitar. – Я не граю на гітарі.

He does not go to the university. – Він не ходить до університету.

It doesn’t make sense.

У питальних реченнях також використовуються допоміжні слова do/does. Формула утворення питального речення Present Simple схожа на утворення запереченого речення, лише з тією різницею що тут немає частки not, а допоміжне дієслово потрібно ставити на початку речення:

Do/Does + іменник + дієслово

Приклади питальних речень:

Do you go to the school? – Ти ходиш до школи?

Does she swim? – Чи вона плаває?

Does it make you stronger? – Чи робить це тебе сильнішим?

Слова-покажчики Present Simple

З Present Simple використовується декілька слів-покажчиків, що відразу вказують на те, який час вживається у реченні. Існує декілька таких допоміжних слів:


Слово

Переклад


usually

зазвичай


always

завжди


never (також використовується у Present Perfect)

ніколи


often

часто


sometimes

іноді


seldom

зрідка


generally

взагалі

Випадки, в яких вживається Present Simple:

· повторювані дії: The train leaves every morning at 8 am.

· загальновідомі факти або узагальнення:California is not in the United Kingdom.

· запланована подія в найближчому майбутньому: The train leaves tonight at 9 am.

Вправи

1. Поставте слова в дужках у стверджувальну або заперечну форму:

a) The plane (leave) leaves in half an hour but Nick (not/ be) ___ at the airport yet.

b) My best friend (love)___ science fiction films but they (not/interest) ___ me.

c) I (not /study)___ chemistry because it (be) ___ difficult.

d) I (not/dance) ___ because I (look) ___ stupid.

e) The Sun (not/go) ___ round the Earth, the Earth (go) ___ round the Sun.

f) My new computer (do) ___ lots more things than my old on, and it (not/crash) ___.

2. За допомогою слів у дужках утворіть питальні речення:

a) Do bones stop growing? (stop)

b) How much water ___ the brain ___? (contain)

c) How many square metres ___ and adult’s skin ___? (cover)

d) How long ___ the heart ___ to pump blood around the body?

e) ___ hair ___ faster in hot weather? (grow)

f) Which vitamin ___ the liver ___ ? (produce)

g) How many times a day ___ you ___ in and out? (breathe)

3. Виберіть правильний варіант:

a) You often work / Do you often work at the weekend?

b) I don’t know / not know why your invoice hasn’t been paid. I’ll try to find out.

c) Excuse me, does you know / do you know if this is the way to the IT seminar?

d) Sorry, that projector don’t work/ doesn’t work. Use this one instead.

e) A: Do you know our new sales rep Marta?

B: Yes, I do. / Yes, I know.

f) A: Is that Linda Napier over there?

B: Yes, she works / she do work here.

4. Доповніть текст реклами, вживаючи слова в дужках у правильній формі:

 ___ (you/want) to improve your telephone skills?

      ___ (you/often/feel) nervous about giving a presentation?

The company PTL ___ (provide) one-to-one tuition. Delegates often ___

(say)  how  much  they  ___ (value)  the  individual  support  they   ___

(receive) from the experienced trainers.

___ (you/work) for a small company?

We ___ (not/just/offer)  face-to-face  training,  and  our  work   __

(not/only/involve) large businesses. Each month, we also ___  (run) courses

for employees of small firms and individuals. Before a course, our head trainer always ___ (meet)  clients  and ___   (find)  out  what  their  needs  are.

Тема 2: MANAGING PEOPLE

1. Якими якостями та уміннями повинен володіти менеджер? Оберіть зі списку шість найважливіших. Обґрунтуйте свій вибір. 

	a) Like people;
	b) Enjoy working with others;

	c) Listen to others;
	d) Give orders;

	e) Make suggestions;
	f) Judge people’s abilities;

	g) Plan ahead;
	h) Be good with numbers;

	i) Make good presentations;
	j) Be persuasive


2. Поєднайте дієслова 1 – 7 з прийменниками та словосполученнями a) – g). A good manager should:

	1. respond
	a) in their employees’ abilities

	2. listen
	b) to a deputy as often as possible

	3. deal
	c) to employees’ concerns promptly

	4. believe
	d) with colleagues clearly

	5. delegate
	e) with problems quickly

	6. communicate
	f) in regular training course for employees

	7. invest
	g) to all suggestions from staff


3. Які якості, вказані у попередній вправі, є на вашу думку найважливішими?

4. Деякі дієслова можуть поєднуватися з кількома прийменниками, наприклад:

He reports to the marketing director. (to a person)

The sales manager reported on last month’s sales figures. (on a thing)

Визначте, з яким словом можуть поєднуватися наступні фрази – з someone чи something.

	
	Someone 
	Something 

	1. A) Report  to

B) report on 
	×
	×

	2. A) apologise for

B) apologise to
	
	

	3. A) talk to
B)talk about
	
	

	4. A) agree with

B) agree on
	
	

	5. A)  Argue about

B) argue with
	
	


5. Вставте пропущені прийменики. Перше речення наведене як приклад.

	To
	on
	for
	about
	with


 I agreed with her that we need to change our marketing strategy.

a) I talk ___ my boss every Monday at our regular meeting.

b)  We argued ___ next year’s budget for over an hour.

c) He apologized ___ losing his temper.

d) We talked ___ our financial problems for a long time.

e) The Finance Director argued ___ our Managing Director over profit sharing.

f) I apologized ___ Paula for giving her the wrong figures.

6. Can we agree ___ the date of our next meeting?

7. Складіть три запитання, використовуючи дієслова та вирази з попередніх вправ. У парах задайте ці питання один одному.

8. Дайте відповідь на запитання.

Many US managers are sent abroad to work; some find it difficult to adapt to local conditions. What do you think the figure is?

a) Approximately 1 in 7;

b)  Approximately 1 in 5;

c) Approximately 1 in 3.

Тепер прочитайте статтю та визначте, чи ваше припущення було вірним.

9. Знайдіть у статті відповіді на наступні запитання:

1. Why has the number of people working abroad increased?

2. Who did the following – the German manager in England or the American manager in France?

a) He made staff stay inside the building at lunchtime.

b)  He gave staff targets.

c) He had meals with each member of staff.

d) He stopped staff drinking during working hours.

e) He seemed to be watching his staff.

f) He worked harder than other staff.

3. What are the differences in the way the two managers managed their staff?

THE INTERNATIONAL MANAGER

In recent years, many companies have expanded globally. They have done this through mergers, joint ventures and co-operation with foreign companies. Because of this globalization trend, many more employees are working abroad in managerial positions or as part of multicultural team.

Although it is common nowadays for staff to work abroad to gain experience, many people have difficulty adapting to the new culture. The failure rate in US multinationals is estimated to be as high as 30% and it costs US business $3 billion a year.

Two typical failures have been described in the journal Management Today. The first example concerns a German manager with IBM who took up a position as product manager in England. He found that at most lunchtimes and especially on Fridays, many members of staff went to the pub. ‘I stopped this right away,’ he says, ‘Now they are not allowed off the premises. It didn’t make me very popular at the time but it is not good for efficiency. There is no way we would do that in Germany. No way.’

The second example is about an American manager who came to 
France on a management assignment. He was unable to win the trust of his stuff although he tried all kinds of ways to do so. He set clear goals, worked longer hours than everybody, participated in all the projects, visited people’s offices and even took employees out to lunch one by one. But nothing seemed to work. This was because the staff believed strongly that the management were trying to exploit them.

The German manager’s mistake was that he hadn’t foreseen the cultural differences. IBM had a firm rule about drinking during working hours. It was not allowed. He didn’t understand that staff ion other countries might be more flexible in applying the rule.

The American manager used the ways he was familiar with to gain the staff’s trust. To them, he seemed more interested in getting the job done than in developing personal relationships. By walking around and visiting everyone in their offices, perhaps he gave the impression that he was ‘checking up’ on staff. His managerial approach strengthened their feeling of exploitation.

When managers work in foreign countries, they may find it difficult to understand the behavior of their employees. Moreover, they may find that the techniques which worked at home are not effective in their new workplace.

Present Continuous

Present Continuous – теперішній тривалий час

Теперішній тривалий час вказує на тривалу дію, що відбувається у момент мовлення або в теперішній період часу. Цей час утворюється з допоміжного дієслова “to be” в Present Indefinite та дієприкметника теперішнього часу (Present Participle) основного дієслова.

	I

He/ she/ it

We/ you/ they
	am

is

are
	moving.




У питальній формі допоміжне дієслово ставиться перед підметом.

	Запитання
	Коротка відповідь

	Am I going?

Is he / she/ it going?

Are we/ you/ they going?
	Yes, I am./ No, I’m not.

Yes, he/she/it is./ No, he/she/it isn’t.

Yes, we are. / No, they are not.


У заперечній формі після допоміжного дієслова вживається частка “not”

	I

He/she/it

We/you/they
	am not (‘m not)

is not (isn’t)

are not (aren’t)
	studying.


Вправи

1. Поставте слова в дужках у форму Present Continuous:

a) Look, the people (leave) are leaving. 

b) The Earth’s temperature (rise) ___ because people (use) ___ too much energy.
c) She (study) ___ economics and he (study) ___ philosophy.
d) You (stand) ___ too close to the road.
e) We (stay) ___ in a lovely hotel by the beach.
f) I (go) ___ to the supermarket now, do you need anything?
g) The cat (chase) ___ the dog.
2. Підкресліть правильну форму:

a) Scientists do not understand / are not understanding everything about the Universe.

b)  They disagree about some important facts. For example, does it get / is it getting larger or smaller?
c) Although they don’t agree / are not agreeing about everything, there are some facts about the universe which they are sure about.
d) Take the planet Venus, for example. Here the temperature reaches / is reaching over 400 °C. 
e) And another unusual fact about Venus is that a day there lasts / is lasting longer than a year.
f) Many scientists still search / are still searching for life in other parts of the universe.
g) Do they look / Are they looking for life on Venus?
3. Поставте слова в дужках у правильну форму:

Bipun:  Hi, Atul. Good to see you again. ___________ (you/give) the keynote speech?

Atul:  No, I _________(not/do) that. I  __________(just/lead) a workshop.

Bipun:  Oh, really? I _________(work) on the exhibition stand this morning, but I  _________(not/plan) to be here after 1 p.m.  _________ (you/do) anything at lunchtime?

Atul:  Not really. Let’s meet up.

Bipun:  Sure. Anyway, who  _________(you/work) for these days?

Atul:  I’m still at Xcom, although I  __________ (not/manage) the same project anymore. I  _________(now/run) a project to develop new DVD-based toys. The company _________(face) increased competition, so who knows how long I’ll be there!

Bipun:  It’s the same for me. We _________(not/sell) as many TV games as we used to. The market _________(change), but the company __________ (not/keep) up with these changes.

Present Perfect

Present Perfect – теперішній доконаний (перфектний) час англійської мови. Цей час використовується для позначення подій, що завершилися до теперішнього моменту часу або завершено в період теперішнього часу.

У стверджувальних реченнях Present Perfect утворюється за допомогою допоміжного слова have (1 та 2 особи) або has (3 особа однини) та додаванням закінчення -ed до дієслова. Якщо дієслово неправильне, то використовується 3 форма – Past Participle. Формула утворення:

Іменник + have / has + дієслово з закінченням -ed або у 3 формі

Іменник та допоміжне дієслово have можуть зливатися та утворювати I’ve, they’ve та ін. Приклади стверджувальних речень у Present Perfect:

  He has just finished playing football. – Він щойно закінчив грати у футбол.

They‘ve started doing their homework already. – Вони вже почали робити домашнє завдання.

Для утворення запереченого речення в Present Perfect після допоміжного дієслова необхідно додати частку not. Правило:

Іменник + have / has + not + дієслово з закінченням -ed або у 3 формі

Допоміжне дієслово може зливатися з часткою not та утворювати haven’t або hasn’t. Приклади заперечних речень:

    I haven’t seen you for years! – Я не бачив тебе давним-давно!

    She hasn’t made her work yet. – Вона ще не зробила свою роботу.

Для утворення питального речення в Present Perfect допоміжне дієслово необхідно ставити наперед речення. Правило:

Have / Has + іменник + дієслово з закінченням -ed або у 3 формі

Приклади питальних речень:

    Has there ever been a war in the United States? – Чи була коли-небудь війна у Сполучених Штатах?

  Have you ever met him? – Чи ти коли-небудь зустрічався з ним?

Вправи

1. З поданих слів складіть речення у Present Perfect

a) The teacher / arrive. – The teacher has arrived.

b) The students / leave.

c) The exams / finish.

d) Danny / break / his leg.

e) I / send / you / e-mail.

f) She / see / this film / before.

2. Напишіть речення із вправи 1 у заперечній формі. Наприклад:

a) The teacher hasn’t arrived. 

3. Розташуйте слова у такому порядку, щоб утворилось питальне речення. Напишіть коротку відповідь на запитання. Перше речення подане як приклад.

a) You have school finished?

Have you finished school? – Yes, I have. / No, I haven’t.

b) Rained has today it?

c) Done this you exercise have before?

d) Got better has for life people?

e) Have world’s risen temperatures the?

f) Gone petrol the price up has of?

4. Прочитайте інтерв'ю з політиком. Із двох запропонованих часових форм виберіть правильну.

Interviewer: Mrs. Blake, you want people to vote for you again. Our listeners want to know why.

Politician: I think our achievements are very clear.

I.: Well, not always. For example, under your government unemployment has risen / rose by ten per cent.

P.: Yes, but you have to look at the international context. The price of oil has increased / increased to over forty euros last year and there has been / was a world recession this year.

I.: But now the price of oil has fallen / fell again.

P.: Yes, the future looks very good. Since we came to power we have cut / cut taxes three times. The last government has increased / increased them.

I.: The opposition says that services have suffered / suffered. What about the health system? Several hospitals have closed / closed recently.

P.: Yes, but people can see now that we have introduced / introduced big improvements. Those hospitals have been / were old. We have invested / invested in new and better hospitals.

I.: But people are waiting longer for their operations.

P.: No, that’s not correct. Patients waited longer before we came to power. The latest statistics show that we have reduced / reduced the number of people waiting for operations.

I.: What about your record on education?

P.: Standards were terrible under the last government. When we have introduced / introduced the new education law, the results improved very quickly.

I.: Thank you, Mrs. Blake. Now the news.

Past Simple

Past Simple (Past Indefinite) – простий неозначений час в англійській мові, що найчастіше використовується для позначення дії котра відбувалася в минулому і вже є завершеною.

У стверджувальному реченні Past Simple утворюється за допомогою додавання до дієслів закінчення -ed або ж використання їхньої другої форми (що також зветься Past Simple), якщо дієслово є неправильним.

Стверджувальне (розповідне) речення з використанням Past Simple:

I played football yesterday. – Я грав у футбол вчора (дія завершена ще вчора).

I thought abot about that. – Я думав про це (дія завершена).

Заперечне речення утворюється за допомогою дієслова did (2 форма дієслова do) та додавання після нього частки not. При цьому did та not можна злити в одне слово didn’t.Формула:

Іменник + did + not + дієслово

Приклад заперечного речення:

I did not play with my dog yesterday. – Я не грав зі своєю собакою учора.

Вправи

1. Вставте у речення слова в дужках, вживаючи їх у правильній формі:

a) When ___ you ___ your own business? (start) 

b) Yesterday, I ___ work until 9 p.m. (finish)

c)  The engineer ___ over three hours trying to fix the photocopier. (spend)

d) I really ___ the presentation skills seminar last week. (enjoy)

e) The company ___ its profits by 15% last year. (increase)

f) The course ___ as much as we expected. (cost)

g) Unfortunately, we ___ the project on time. (complete)

2. Вставте слова у дужках, обравши Past Simple або Past Continuous. Два перші речення подані для прикладу.

1. What did you eat (eat) when you went (go) to Paris?

2. While I was negotiating (negotiate) the contract, my boss phoned (phone) me to say that he wanted completely different conditions.

3. The last time something like this ____(happen), she ____(call)a press conference immediately.

4. Anne ____(explain) her proposal when Pedro ____(interrupt) her.

5. We never got the chance to interview him. While we ____(investigate) the incident, he ____(resign).

6. When he ____(finish) reading the article, he ____(give) it to me.

7. Everyone ____(wait) for the meeting to begin when he ____(call) to say that he was stuck in a traffic jam.

8. When I ____(clean) the piece I ____(drop) it by mistake.

9. I ____(find) the missing file while I ____(look) for some other documents.

10.  When Tim ____(arrive), we ____(tell) him what had happened.

Частина 2: Анотування і реферування наукових текстів

Тема 1: SUMMARIZING 

Summary is a short statement that gives only the main points of something, not the details. To write a good summary of a newspaper/magazine article you need to follow some instructions given below.

Summary writing tips

1. Skim the article to get a general understanding.

2. Re-read the article thoroughly to get more detailed information, make sure that you understand all the terms.

3. Find the key-points and topic-sentences to outline what you have read.

4. Write a concise summary (not more than ¼ of the article’s length) in the present tense without stating your opinion. Use the phrases article claims, the author suggests, etc. When structuring the summary you should use:

· linking words firstly, secondly, thirdly, in addition, moreover, furthermore, as well as to list the points;

· linking words but, although, on the other hand, in spite of, despite, however, nevertheless to show contrast;

· linking words because, as, since, for this reason for reasoning and show result or consequence by means of so, consequently, therefore, as a result;
· Round off with finally, on balance, to sum up, in conclusion.
5. Ask someone else to read your summary.

Завдання 1. Прочитайте текст про управління людськими ресурсами (HRM). Визначте і підкресліть важливу інформацію. Напишіть резюме до кожного абзацу.
	1.  If an organization doesn’t take its HRM responsibilities seriously, work performance and goal accomplishment may suffer. The quality of an organization is, to a large degree, merely the summation of the quality of people it hires and keeps. Getting and keeping competent employees are critical to the success of every organization, whether the organization is just starting or has been in business for years. Therefore, part of every manager's job in the organizing function is human resource management.
	_________________________________

​​​​​​​​​​​​​​​​​​_________________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_________________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________


	2.   “Our people are our most important asset.” Many organizations are using this phrase, or something close to it, to acknowledge the important role that employees play in organizational success. These organizations also recognize that all managers must engage in some human resource management activities – even in large organizations that have a specialized HRM department. These managers interview job candidates, orient new employees, and evaluate their employees’ work performance. 
	_________________________________

​​​​​​​​​​​​​​​​​​_________________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_________________________________

_______________________________

_______________________________

_______________________________

_______________________________




	3. Achieving competitive success through people requires a fundamental change in how managers think about their employees and how they view the work relationship. It involves working with and through people and seeing them as partners, not just as costs to be minimized or avoided.


	_________________________________

​​​​​​​​​​​​​​​​​​_________________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________




	6. The common thread in these practices seems to be a commitment to improving the knowledge, skills, and abilities of an organization’s employees, increasing their motivation, reducing loafing on the job, and enhancing the retention of quality employees while encouraging nonperformers to leave.
	_________________________________

​​​​​​​​​​​​​​​​​​_________________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________



	7. Whether an organization chooses to implement high-performance work practices or not, there are certain HRM activities that must be completed in order to ensure that the organization has qualified people to perform the work that needs to be done. These activities constitute the human resource management process.
	_________________________________

​​​​​​​​​​​​​​​​​​_________________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________

_______________________________




Завдання 2 (A).
 Напишіть резюме до статті з журналу Business Spotlight Адріана Фернхема (Adrian Furnham), професора психології з Лондона. Зверніть увагу на переклад наступних слів та виразів: 
account manager менеджер по роботі з клієнтами

anxious схвильований

conscientious відповідальний

consciousness свідомість

ego defence захисний механізм его

imaginative з багатою уявою

information processing обробка інформації

let sb. down підводити, розчаровувати когось

mental breakdown психічний розлад

oversensitive надто чуттєвий

pattern закономірність

psychopathology тут: схильність до психозів

research дослідження

self-indulgement: ˜be той, що задовольняє свої примхи

self-pitying той, що жаліє себе

shiver: make sb. ˜ примусити когось здригнутись

stimulus, pl. stimuli подразник

tense напружений

thorough скрупульозний

touchy вразливий

Прочитайте та перекладіть статтю. Напишіть резюме, виділяючи основну ідею тексту.

ON THE PSYCHOLOGY OF MANAGEMENT

Managers are told that all businesses need creative people. Ana there is a lot being written about the need to find and keep them. But is the gain worth the pain? Even if you can find them, can you effectively manage them? Real creative are difficult to manage. They are cold, don’t care about others, and are manipulative. And they do not easily work in teams. Frequently absent, they often let you down.

A resent analysis of creativity research, which I did for my book Personality and Intelligence at work, shows the problems. I looked at research that compares similar groups of creative and non-creative people. The creatives were found to be slightly more extroverted, but much less conscientious. They were all less efficient, less dependable, less organized, less responsible and less thorough. In fact, they were lazy and self-indulgent.

On the other hand, they were artistic, curious and imaginative. They were unconventional and had unusual ways of seeing things. But they were also often neurotic. Work colleagues found them to be self-pitying, with weak ego defences. They were often tense and suffered periods of depression. Their colleagues also reported that they were anxious and touchy. Many seemed far too concerned with their level of performance.

We don’t know much about creativity, as few serious scientists work in this field. This is because creativity is hard to define and equally difficult to measure. But we do know from the existing scientific literature that creatives and psychotic patients share the ability to produce unusual associations between words and ideas. In the language of psychology, this means that creatives and certain mad people have many common information processing patterns, which could be seen as deficits.

Both madmen and creatives seem unable to stop irrelevant information from entering their consciousness. And they find, whether they like it or not, that unrelated ideas become interconnected – an ability, that bizzarely, leads to very creative processes. They are also typically oversensitive to stimuli, which is one reason why creative often demand a special place to work, where they can feel comfortable.

Creatives can also have serious mental breakdowns and suffer from psychopathology. But, of course, you don’t need to be mad to be creative. Many highly creative people are more prone to neurosis than psychosis. And most psychotics are far from creative.

The creative person is not the slightly eccentric person who wears a coloured bow tie. Nor is he or she the charming person with a solid work background. Real creatives are likely to be pierced and have tattoos in places you never thought possible. And their daily intake of legal and illegal substances would probably make you shiver.

Now you know why advertising agencies have account managers. These are relatively normal people who act as mediators between the creative and the client. If you put creatives and clients together, you can expect fireworks, and a quick end to the business. 

Завдання 2 (B).
Вивчіть наведені нижче слова. Напишіть резюме до статті з журналу  Business Spotlight за авторства Деррела Рігбі.
benchmark smth. оцінювати відносно певних критеріїв

benchmarking зіставний аналіз

best demonstrated practices найкращі напрацьовані практики

best-in-class провідний у галузі

best practice найкраща практика

biannual двічі на рік

capability здатність

competitors конкуренти

critical критичний, вирішальний

facilitate sth. сприяти чомусь

implement sth. впроваджувати щось

incorporate sth. інтегрувати щось

objective ціль

operational виробничий

performance metric критерій успішності

retail роздріб

reveal sth. відображати щось

sales збут, відділ продажу

Прочитайте та перекладіть статтю. Напишіть резюме, щоб підкреслити головну ідею тексту.

WHAT IS … BENCHMARKING?

1. Description

Benchmarking improves performance by identifying and applying best demonstrated practices to operations and sales. Managers compare the performance of their products or processes externally, that is, with those of competitors and best-in-class companies, as well as internally, with other operations within their own firms that perform similar activities. The objective of benchmarking is to find examples of superior performance and then to incorporate these best practices into their own operations – not by imitating, but by innovating. 

2. Methodology

Benchmarking involves the following steps:

· select a product, service or process to benchmark;

· identify the key performance metrics;

· choose companies or internal areas to benchmark;

· collect date on performance and practices;

· analyze the data and identify opportunities for improvement;

· adapt and implement the best practice, setting reasonable goals and ensuring company-wide acceptance.
3. Common uses

Companies use benchmarking to:

· optimize performance. Benchmarking identifies ways to improve operational efficiency and product design;

· understand their relative cost position. Benchmarking reveals a company’s relative cost position and identifies opportunities for improvement.

· gain strategic advantage. Benchmarking helps companies focus on capabilities critical to building their strategic advantage;

· increase the rate of organizational learning. Benchmarking brings new ideas into the company and facilitates the sharing of experiences.

Past Continuous

Past Continuous – минулий тривалий час англійської мови. Використовується для вказування на процес, що відбувався деякий час в минулому, при цьому має бути точно вказаний час, коли відбувалася дія або ж це має бути зрозумілим з контексту речення.

Past Continuous у стверджувальному реченні утворюється за допомогою допоміжного дієслова was / were (це дієслово to be у 2 формі) та дієслова у першій формі з додаванням до нього закінчення -ing. Допоміжне дієслово was використовується лише з 1 та 3 особами однини, в інших випадках використовується were. Формула:

Іменник + was / were + дієслово у 1 формі з додаванням до нього закінчення -ing

Приклад розповідного речення:

    When you called I was taking shower. – Коли ти подзвонив я приймав душ.

    I was watching TV at 5 o’clock yesterday. – Я дивився телевізор  о п’ятій годині вчора.

У заперечному реченні також використовується допоміжне дієслово was / were, але до них в кінці додається частка not. Правило утворення:

Іменник + was / were + not + дієслово у 1 формі з додаванням до нього закінчення –ing. При цьому was / were можуть зливатися з часткою not і утворювати wasn’t / weren’t. Приклади заперечення:

    In the evening I wasn’t watching TV. – У вечорі я не дивився телевізор.

    I wasn’t walking on the street when you called me. – Я не гуляв на вулиці, коли ті мені подзвонив.

Для створення питального речення у Past Continuous допоміжні дієслова was та were ставляться на початку речення. Правило:

Was / Were + іменник + дієслово у 1 формі з додаванням до нього закінчення –ing.

Приклади питальних речень:

    Were you sitting here at 8 o’clock in the morning? – Чи ти сидів тут о 8 годині ранку?

    Was he doing his homework when I came? – Чи робив він домашнє завдання коли я прийшов?

Future Simple

Future Simple (Future Indefinite) – майбутній простий час англійської мови. Зазвичай він використовується для позначення події, що може статися в неозначеному майбутньому або ж у дуже далекому майбутньому.

Future Simple утворюється за допомогою додавання допоміжних дієслів shall / will та першої форми дієслова. Правило у вигляді формули для утворення стверджувального (розповідного) речення:

                             Іменник + shall / will + дієслово

Як правило, shall вживається з 1 особою однини, проте це не є правилом. Will можна вживати з усіма займенниками (I, You, He / She, We, They, It). Також shall та will можуть зливатися з займенником і тоді від них залишається лише закінчення `ll. Приклади:

    I will play football. – Я буду грати у футбол.

    I’ll do my work someday. – Я колись зроблю свою роботу.

Для утворення заперечного речення в Future Simple необхідно після shall / will ставити частку not. Формула утворення заперечного речення:

Іменник + shall / will + not + дієслово. При цьому shall not може зливатися в shan’t, а will not у won’t. Приклади використання заперечного речення:

    I shall not let you down. – Я вас не підведу.

    Tomorrow he won’t go to the school.

Питальне речення Future Simple утворюється в наступний спосіб:

                              Shall / Will + іменник + дієслово

Приклади використання питального речення:

    Shall we go to the cinema tomorrow? – Завтра ми підемо до кінотеатру?

    Will you go with us? – Чи підеш ти з нами?

Тема 2: READING FOR DETAIL

Попереднє читання

1. Обдумайте назву тексту. На вашу думку, про що у ньому йдеться?

2. Поєднайте слова з їх визначеннями.

	1. implement sth.

2. market rate

3. predict sth.

4. assess sth. 

5. benefits

6. work-life balance

7. commission sth.

8. hint at sth.

9. predictable

10. snapshot
	a. застосовувати щось

b. баланс між роботою й приватним життям

c. натякати на щось

d. прогнозувати щось

e. моментальний знімок

f. прогнозований

g. оцінювати щось

h. ініціювати, замовляти щось

i. соціальний пакет

j. ринковий рівень зарплат


3. Прочитайте та перекладіть текст.

ATTITUDE SURVEYS

Are employee-attitude surveys ever worth the money and effort spent on them? By asking staff how they feel about their work and work relationships, they provide a snapshot of company morale, we are told. And they show management what it needs to concentrate on.

The industry that develops and implements attitude surveys is big. So there are a lot of people eager to sell the benefits of the studies.

Those who favour them believe that: they separate fact from fiction; they provide objective information; they help discover whether an organization is meeting its objectives; they provide staff morale and motivation; they assess staff needs; they identify opportunities for growth, change and improvement.

But there are three objections to attitude surveys in firms. First, they all produce practically the same results. Second, they rarely offer solutions to problems. and third, you cannot predict people’s behaviour based on their attitudes.

Respondents will always say there’s a company communication problem – despite being regularly informedthrough e-mails, meetings or the firm’s intranet. There seems to be a generalized belief that managers have a huge number of important secrets they are not willing to share.

The second predictable result is dissatisfaction with pay and benefits. Respondents almost always say they are not being paid fairly or according to market rates. The result is so predictable that those who commission the study often ask for pay questions to be excluded.

Staff will also always say company morale is low. They’ll say it’s been dropping for some time; that morale is fine in their own area but bad elsewhere. And they’ll typically say they have a poor work-life balance, that they are expected to do more work in less time, and that they have job stress.

Attitude surveys results are seldom fascinating. If you ask a client to predict the results before the survey, they are often so accurate, you wonder why they commissioned the study in the first place. And while attitude surveys may accurately describe attitudes, they do not even hint at what caused them or what action is needed to change them.

4. Дайте відповідь на запитання:

1. What is the purpose of the employee-attitude surveys?

2. What are the benefits of attitude surveys?

3. What are the drawbacks of the attitude surveys in firms?

4. Why should pay questions be excluded from the surveys?

5. What do the respondents say about company morale?

6. Can the attitude surveys results be accurately predicted?

7. Do the attitude surveys offer a solution as to what action is needed to change this or that attitude?

5. Визначте, чи є твердження вірним (true) або помилковим (false).

1. Attitude surveys provide objective information.

2. There are no objections to attitude surveys in firms.

3. All attitude surveys produce different results.

4. Attitude surveys never offer solutions to problems.

5. Respondents are not satisfied with their pay and benefits.

6. Respondents are paid according to market rates. 

7. Attitude surveys accurately describe respondents’ attitudes.

8. Attitude surveys always hint at the cause of respondents’ attitudes.

6. Перекажіть текст, спираючись на основні його думки.

Present Perfect Continuous

1. З поданих слів складіть речення у Present Perfect Continuous

a) James / write e-mails / since this morning: James has been writing e-mails since this morning.

b) She / teach / for ten years
c) We / not tell / lies to you!
d) My parents / shop / for furniture
e) Juan / not do / his homework
f) It / not rain / for long
g) Mariella / buy / new clothes
h) I / read / this book / for weeks!
i) They / talk / for hours
j) You / not clean / your room!
Пасивний стан дієслів

Утворення:

Пасивний стан усіх часових форм утворюється за спільним принципом: дієслово “to be”  + дієприкметник минулого часу. Дієслово “to be”  набуває форми того часу, у якому вживається у реченні.

	Підмет
	+to be
	+past participle
	

	It
	is

is being

was

was being

has been

will 

is going to be
	made

sent

broken


	in Spain.

to the cleaners.

by my brother.


Вживання:

У наступних реченнях суб’єкт дії (особа або предмет):

- невідомий.             My bicycle was stolen yesterday. (=Someone stole my bicycle yesterday).

- очевидний.               The terrorist was arrested this morning.

- неважливий.      The car is serviced every year.

Якщо потрібно вказати виконавця дії, використовується прийменник “by”.

Don Quixote was written by Cervantes.

The equipment is damaged by exposure to water.

Вживання пасивного стану дієслова більш властиве для письмової, ніж для розмовної мови. Він надає реченню формальності та безособовості, тому вживається у:

· Кримінальних звітах та юридичних документах: He was sentenced to two years in prison.
· Газетних повідомленнях: 63 people were killed and 45 were injured in the accident.
· Наукових працях та статтях:   Three millilitres of water are added to the mixture.
· оголошеннях:      Flight IB 302 to London is delayed by two hours.

· замітках та записках:                   Customers are requested not to smoke.

Вправи

Які з підкреслених форм дієслова вжиті у пасивному стані?

1. Online psychometric testing (1) is being introduced by a national charity in 2011. The company (2) is adopting the system to help it shortlist applicants for jobs. Such tests (3) have been used widely by international companies for over a decade, but4 have not been chosen as often by voluntary organizations.  ‘Twenty potential candidates (5) are asked to complete the tests, after which five applicants (6) are shortlisted’, said a spokesman.  ‘Psychometric tests can indicate a candidate’s suitability to work in this field. So far, we (7) have found the system really helpful in our recruitment process.’

2. Знайдіть і виправте помилки у наступних реченнях:

1.  A leading London accountant was elect to a senior post within the industry.

2.  An established insurance firm, which locates to the north of Warsaw, has gone bankrupt.

3.  MK Vehicles has taken over by its rivals.

4.  It is expect that staff at R Media will receive a pay increase of 4%.

5.  A project aimed at helping companies become more competitive have been launched by SMT Finance Group.

3. Яке речення у кожній парі є більш формальним? Які речення є безособовими?

1. a)  Employees are not required to do overtime, 

    b)  We don’t require employees to do overtime.

2.  a)  Someone will deal with the complaints straight away, 

    b)  The complaints will be dealt with straight away.

3.  a)  All delegates are requested to check in between 9 and  11 a.m. 

    b)  Please could all delegates check in between 9 and 11 a.m.?

4.  a)  A decision was expected yesterday.

    b)  Everyone expected a decision yesterday.

4. З поданих слів складіть речення у пасивному стані. Використовуйте прийменник by , де це є необхідним. Перше речення наведене як приклад.

1  meeting / cancel / last Tuesday / Regional Manager 

The  meeting  was cancelled  last Tuesday by the  Regional  Manager.

2. applicants / interview / next week / HR Manager

3. seminar / currently / organize / Training Director

4. presentation / give / yesterday / Jon

5. £1,000 / spend / already / on software / IT Assistant

6. eco-friendly taxi / might / develop / Coventry company / next two years

5. Замість чисел вставте слова із таблиці:

	are  
	been  
	given  
	is  
	have  
	will
	sent  


All new jobs (1) advertised in the local paper.  Applicants are (2) a comprehensive application pack in the post. Once completed forms have (3) received, a meeting is arranged to shortlist candidates and to decide when interviews (4) he held. Letters are then sent out to shortlisted applicants, inviting them to an interview led by the HR Director. After the interviews (5) been arranged and have taken place, the successful candidate (6) sent a letter offering him/her the position. All unsuccessful candidates are (7) feedback on their application and interview.

Додатковий матеріал

LEVEL TEST: UPPER-INTERMEDIATE / B2

Part 1:  Choose one option for each question: (1point each question/ Total-65 points)

1. I haven’t got  … .

a) no money      b) money      c) any money             d) some money.

2. ..... orange juice in the fridge

a. There isn't no    b. There is any    c. There isn't any     d. There aren't no

3. 

a. Always he wakes up at 9:00                 b. He wakes up at always 9:00

c. He always wakes up at 9:00                  d. He wakes always up at 9:00

4. We haven't got ..... mineral water.

a. a lot        b. little       c. too      d. much

5. 

a.  Where playing Manchester United?   b. Where is playing Manchester United?

c. Where is Manchester United playing? d.Where playing is Manchester United?

6. 

a.  What's like the weather?  b. How's the weather?

c. What's the weather like?   d. How the weather is?

7. I have class ..... 

a. in Mondays.     b. on Mondays     c. at Mondays.    d. by Mondays.

8. I wanted a purple bike but they only had .....
 a. a one green.     b. one green.      c.  a green one.       d. a green.  

9. He ..... breakfast yesterday.
a. hadn't       b. no had        c. didn't have got      d.  didn't have 

10. 

a.  Give the Joan money.                  b. Give the money to Joan.  

c. Give to Joan the money.                d. Give the money at Joan. 

11. 

a. Mary usually drives carefully.      b.    Mary carefully drives usually.

c.  Mary carefully usually drives.     d. Mary usually carefully drives.

12. I have to go to the bank ..... some money.

a. for getting         b. to get          c. to getting          d. for to get

13. The room was empty. There ..... there.
a. wasn't nobody     b. was anybody     c. was nobody    d. was somebody

14. I've lost my keys. I can't find them .....
a. anywhere.          b. nowhere.           c. nothing.         d.  somewhere. 

15. We can't get there by 3:00 pm. There is ..... time.
a. few           b. too little              c. too little little             d.  too few

16. He arrived ..... Heathrow airport on Friday morning.
a. in           b. at              c. on           d. by

17. I haven't had lunch with my mother ..... a year ago.
a. since            b. ----              c. for          d. during

18. There ..... spectators at the match.
a. were no        b. weren't no        c. were any        d. were not

19. The kitchen can't be dirty he .....
a. is just clean it.   b. have just cleaned it.    c. just clean it.   d. has just cleaned it.

20. He's looking forward ..... that film.
a. to see             b. seeing             c. see            d. to seeing

21. Don't start .....
a. to shouting!         b. shouting!         c. shout!          d. in shouting!

22. He works at the theatre, ..... ?
a. doesn't he?        b. does he?         c. isn't he?         d. didn't he?

23. Simon ..... in Madrid since 1982.
a. lives           b. is living        c. does live          d. has lived

24.

a. I told her what she closed the window.   b.  I told her to close the window.  

c. I told she close the window.                  d. I told her that she close the window.

25. Has Mr. Brown arrived ..... ?
a. already         b. still         c. now        d. yet

26. If I won the lottery, I ..... a house in the country.
a. would buy       b. have bought      c. . will buy       d. would have bought

27. Peter is ..... Jane to do it at this very moment.
a.  telling           b. saying         c. saying to          d. telling to

28. -Have you sent that fax to Mr. Smyth?

        - Yes, I've ..... done that.
a. still         b. already            c. yet               d. now

29. "..... have you been waiting?
a. How long         b. What time          c. How far           d. When 

30. They weren't surprised and nor ..... I. 

a. weren't           b. wasn't           c. were            d. was

31. I invited Mary out for a meal, but unfortunately she ...... dinner.
a. had already got    b. had already had   c. have already had    d. already had

32. This is the cat ..... I saw.
a. whom          b. -----          c. what           d. who

33.  ..... is it from Barcelona to Madrid?
a. How far        b. How long        c. How much          d. How many

34. You can meet me ..... you like.
a. whenever        b. soon        c. Always         d. whatever

35. I ..... working at night nowadays.
a. used to        b. used        c. am used to        d. would

36. I have to catch the 5:00am train tomorrow, so I ..... go to bed late.
a. needn't         b. haven't        c. have to          d. . mustn't

37. She ..... go to the dentist's yesterday.
a. must        b. had to         c. ought to         d. should have

38. That's the ..... of my worries, it'll never happen.
a. fewer        b. less        c. last        d. least

39. I wouldn't mind ..... tonight.
a. to go out        b. go out        c. going out        d. to going out

40. The man ..... in the corner is my boss.
a. whose        b. sitting        c. is sitting        d. sits

41. -"Those cases look heavy. ..... carry one for you?"

       -"That's very nice of you"
a. Will I       b. Do I have          c. Shall I       d. Do it

42. Don't forget ..... those letters.
a. to post        b. posting         c. to posting        d. post

43. -Where have you put my keys? 

      -I clearly remember .... them on the table last night.
a. to leave        b. left       c. did leave        d. leaving

44.  You look tired. You ..... go to bed.
a. need        b. have        c. should have         d. ought to

45. That was a great match. I'll never forget ..... Rivaldo score that goal.
a. see         b. to see        c. seeing        d. to seeing

46. I thought  you .....
a. will come to the party.          b. were coming to the party.    

c. come to the party.                d. have come to the party.

47. They  .....  last night, but I'm not sure.
a. may come        b. might come         c. should come       d. may have come

48. We  .....  better hurry up or we'll be late.
a. would          b. should         c. had         d. ought

49. She worked hard yesterday and  .....  type all the letters.
a. was able to        b. can        c. could        d. would be

50. If I ..... you, I'd take the risk.
a. am         b. have been        c. were         d. would be

51.

a. Ask her when will be ready the food.  b. Ask her when will be the food ready.    

c. Ask her when the food will be ready.  d. Ask her when will the food ready be.

52. I couldn't mend the PC myself, so I ..... at a shop.
a. had it mended        b. had it mend        c. did it mend        d. had mended

53. I wish I ..... a car, I'm tired of catching the bus.
a. have         b. would have        c. had         d. had had

54.

a.That's a brown, attractive leather coat.  b.That’s a brown leather coat attractive.  

c.That's an attractive leather brown coat.  d.That's an attractive brown leather                                 сoat.

55. He ran so fast ..... being followed by a ghost.
a. as          b. as if he were          c. like          d. then

56. ..... but I realized what he had done.
a. Little did he know    b. Little known    c. Little he knew      d. Little knowing

57. If you'd come to the theatre last night, you ..... the play.
a. would enjoy        b. had enjoyed        c. would have enjoyed        d. will enjoy

58. I know he didn't thank you, but he .... have done so.
a. must        b. may        c. would        d. should

59. They laughed a lot last night. The film ..... very funny.
a. should have been      b. must have been      c. was to be      d. should be

60. He wrote the program..... , he didn't need anybody's help.
a. by his own        b. on his own        c. on himself        d. by his ownership

61. ..... thinking that he would win the lottery.
a. There was no use    b. It was no point    c. It was no use   d. It was usefulness

62. If only I had had the courage to do this .....
a. years ago.        b. for years.        c. since years.        d. in years.

63. Let's go to the theatre, .....
a. don't we?        b. let us?        c. shall we?        d. will we?

64. By this time tomorrow we ..... the meeting.
a. will have        b. will have had        c. are having        d. will had had

65. "We'll never be able to do it" said the man to nobody .....”
a. especially.        b. specially.         c. in particular.         d. himself.

Part 2: Reading: Read the text and select the correct answer (2 points for each question/ Total – 8 points).

The incorporation of broken-down scrap tires into asphalt to produce a blend suitable for the construction of road surfaces is becoming widespread. The resulting material, asphalt-rubber, has several advantages over customary road-building materials. It can be applied in a reduced thickness, and this means that less material has to be mined and transported to the road site. Furthermore, roads constructed with this material require less maintenance than more conventional roads. Another benefit is the abatement of traffic noise, a serious issue in urban areas. Perhaps most important, the reduction and possible eventual elimination of waste tires with all their attendant environmental problems may one day become a reality.

69. The word " scarp " is closest in meaning to    

a. waste       b. outdated       c. rough       d. broken


70. The word " customary " is closest in meaning to

a. special        b. unusual        c. regular        d. suitable

71. In stating " Another benefit is the abatement of traffic noise," the author means that the traffic noise has

a. subsided         b. become beneficial       c. become a serious issue        

d. benefited from the construction

72. The word "elimination " is closest in meaning to 

a. revision        b. fulfillment        c. reduction        d. eradication

Part 3 Writing: Present a written argument or case to an educated reader with no specialist knowledge of the following topic. (27 points)

”The internet has transformed lives and economies but it is turning the world into a global village. Soon everybody will think and behave in the same way.” 


To what extent do you agree or disagree with this opinion?
Give reasons for your answer and include any relevant examples from your own knowledge or experience.
Write at least 200 words.

	100 points – Expert user. 
	40– Limited user.

	95 – Very good user. 
	30 – Extremely limited user.

	80 – Good user. 
	20 – Intermittent user.

	70 – Competent user. 
	10 – None user. 

	50 – Modest user. 
	0 – Did not attempt the test.
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20Present Continuous


22Present Perfect


24Past Simple
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30ON THE PSYCHOLOGY OF MANAGEMENT


32WHAT IS … BENCHMARKING?


33Past Continuous


34Future Simple


35Тема 2: READING FOR DETAIL


35ATTITUDE SURVEYS


37Present Perfect Continuous


38Пасивний стан дієслів


40Додатковий матеріал
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