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BCTYII
“Choose a job you love and you will never
have to work a day in your life.”
Confucius

Hapuanpuuii mociOHuk «Career opportunities»  MOpeAcCTaBiIsie COOOI0
METOJWYHE BUIAHHS  JIOMOMDKHOTO XapakTepy Mg  poOOTH HaJ TEMOIO
«Choosing a career» 3 NPaKTUYHOTO KypCy aHTJIHACBKOI MOBH fK MEpIIOi
iHOo3emMHOi MoBU 1751 cTyAeHTiB OP «bakamaBp» cnemianbhocti «Ilepeknan» Ta
JIPyroi 1HO3€MHOI MOBH ISl CTYACHTIB CHEIabHOCTI «MiXKHApO/IHa €KOHOMIKaY
JIEHHO1 Ta 3a04HOi1 opmu HaBUaHHSA. HaByanpHUI MOCIOHUK BIJIIOBIIa€ BUMOTaM
MporpaMu 3 aHTJIHCHKOT MOBH JJIsl YHIBEPCUTETIB 3a TeMoro «Choosing a career».
HapuanpHuii 1OCIOHMK 3HAMOMHTH CTYJACHTIB 3 0a30BUMH  IOHSATTSIMHU,
HEOOX1THUMU JIJIs1 IEPEKJIaAy aHTJIOMOBHHUX (DaXOBUX TEKCTIB 3a 3aIIPOIIOHOBAHOIO
TEMOIO.

VY TeMaTUYHUX YacTUHAX MPEJCTABICHO MPEIMETHI peatii 1 KOMyHIKaTHUBHI
CUTyallli, Ikl BUHUKAIOTh MK pOOOTOJIaBIIEM Ta MpalliBHUKOM. TaKoX HaBEICHO
OpIEHTOBHI 3pa3KU CUTYyAIlid JUIsi OOrOBOPEHHS, 3pa3KH 3 OPUTTHAIBHHUX TEKCTIB
aHTJIACHKUX 1 aMEPUKAHCHKUX aBTOPIB, KOMYHIKATHBHI BIIPABH, SIK1 JTOMOMOXKYTh
PO3BHHYTH HaBUYKHA MOBJICHHS Ta 3HAYHO 30araTUTH JEKCUYHUH 3ar1ac.

3aBgaHHAM TOCIOHHMKA € 3a0e3nedeHHs (OHOBUX 3HAHb, HEOOXITHUX
NepeKsIaaaueBl, a TAKOXK 3aCBOEHHS BIANOBIAHOI TEPMIHOJIOTII Ta pO3BUTOK BIaCHE
NepeKIaIabKUX HaBUYOK Ta BMiHb CTYACHTIB. J[7s1 BUpINICHHS BHIIEBKA3aHMX
3aBJaHb MaTepiay MOCiOHWKA TMOJAaHO y 4 YacTHUHAX, K1 MICTATh CUCTEMATHYHUN
BUKJIAJ iH(GOpMAIii II0JI0 TUTaHb BUOOPY Mpodecii, HanucaHHs pe3toMe Ta THIINX
po0JIeMm, M0 MOCTATh MEPET TIIUHOI0 Ha pOO0UOMY MICII.

Bce BumesaznadeHe akrtyamizye HEOOXITHICTh CTBOPEHHS MOJIOHOTO
MOCIOHMKA, K JOJaTKOBOTO MaTepiaiy JJIs Kpalloro 3aCBOEHHS BKa3aHOI TEMH 3
OPAKTUYHOTO KypCy aHIJIIHCHhKOI MOBH, y SIKOMY HaJlaHO OCHOBHY 1H(OpMaIlio

npo curyamii Tta npobiemu npu BuOopi mpodecii. Ilopsan 3 Tekcramu A
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MepeKIaay MPEICTABICHO BIPAaBH IS PO3BUTKY HABUYOK TOBOPIHHS, aHAJI3Y
HajaHoi 1H(opMaIlii, aHami3y MepeKIagabKuX MPUHOMIB, BUIUICHHIO OCHOBHHX
daktiB 3 Tekcry. OkpeMi 3aBAaHHS CHOpsIMOBaHI Ha OOTrOBOpPEHHS Ta
apryMEHTAIll}0 CBOET TOUKH 30Dy .

HaBuanbHuii MOCIOHMK pO3paxOBaHUN Ha CTYJEHTIB BHIIUX HaBYATHHUX
3aKJIaiB  (PUIOJIOTIYHUX,  MEpeKIagalbKuX BiJIeHb  ((pakyIbTETIB)

YHIBEPCHUTETIB, BUKJIAauiB 1 BCIX TUX, XTO LIKABUTHCS MEPEKIagaMH TEKCTIB.



PART |I. CAREER AND NETWORKING

Graduates face the real world
Okay, college is over. It's real life. Time for a job. You do have one, don't
you?

Basically, you're marketing yourself to prospective employers.

Employers look at three things: grade point average, leadership abilities, and
work experience. In most cases, no one element is more important than another; it's
a matter of balance. Most employers would rather interview someone with good
grades who holds an office in campus organisation than a student with perfect
grade point average and no activities. Remember, the operative term is good
grades.

In today's tight market, work experience is a critical factor. Internships,
practicums, and work-study jobs not only let you see firsthand what the field is
like, they also are a powerful networking tool. Many students get offers at firms
where they interned because the employer knows their work and how it fits into the
company. Even if there are no positions available where you intern, you have met
people who can be a reference for a similar job in another company.

Even jobs outside your field can speak volumes about you and your work
habits. Maybe you think of it as just selling hamburgers, but you have
demonstrated that you are educable and understand the responsibilities of being on
time and putting in your eight hours. If you have been given raises or asked back
the following year, it indicates that you understand these things very well. If you
have shown someone how to do your job, you have demonstrated leadership and
management potential.

With those preparations, it's time to face a prospective employer in an
interview. The important thing is exuding self-confidence even if you don't really
feel that way. Employers can have the best and they know it and they want it.
You've got to appear to be the best. Unless you're' extremely lucky and extremely
good, you can count on rejection. In fact, you can: count on tremendous amount of
rejection. In spite of that, you must continue to keep smiling, keep up the
appearance of self-confidence. Join a support group if you need to.

Keep the can-do attitude no matter how discouraging the situation seems.
Don't take rejection personally.

Do your homework. If you are aware of what the employer wants, you can
tailor your marketing approach better, highlighting your skills that best match his
or her need.

Network with colleagues and friends. 60% of all jobs result from
networking. This is no time to be coy about help from your parents. If they have
contacts in your field, use them. If the search for your dream job has seemed
completely fruitless and you need to pay your rent, consider these options: Get a
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night job of some sort, then approach the company with which you want
employment and offer to volunteer, a sort of post-graduation internship. Sign on
with a temporary agency for work in your field.

Consider taking a position below your qualification. Start at the bottom and
work your way up. Such efforts will give you contacts and experience in your
field. Postpone your search while you improve your marketability through
additional training or education.

To graduate school gives you a chance to get the education and skills your
field may require.

From "USA Today"

VOCABULARY
to market oneself to an employer — npornonyBaTu cBOi OCIyTH
po0OOTOIaBIIIO
to hold an office — o0iiimatu mocaay
to get an offer at a firm — orpumaru 3anporeHHs Ha poboTy y dipmi
to match smb.'s needs — BignoBigaTu morpedam

to have contacts with — maTu 3B’s13ku

to apply for a job — nonaTu 3asBy Ha pobOTY
to sign on for work — naiimaTucs Ha poGoTy
to take a position — 3aitHsTi IOCaAy

NOTE:

"work"" has the most general meaning and can be applied to anything one has
to do in the way of making living.

""job™ is close to it in its meaning but tends to denote less prestigious work. It
can denote a position in employment.

"profession is work which requires advanced education and special training.

It's applied to law, medicine, architecture, and military career.

"'career'" means either a course of progress in the life of people or has the same
meaning as the word "work".

"'vocation' means a kind of work to which a man is led by natural talents.

1. Study Text B, transcribe and translate these words:
graduate (n), graduate (v), employer, experience, internship, practicum,
educable, exude, tremendous, colleague, volunteer, marketability, discourage.

2. Find in the text and write English equivalents of the following words and
phrases. Use them in sentences of your own.

Cepenniii 0anm ycHINIHOCTI; OpraHi3amiiiHl 3110HOCTI; TPYAOBHI JIOCBIT;
o0iiiMaTH mocay; BUpIMATBHUN (HakTOp; HaWMaTHUCs 10 POOOTOMABIIS; 3HAPSIIS
B3a€MO3B’S3KYy; OTPUMATH 3aMPOIICHHS Ha POOOTY Y pipMi; MPOXOAUTH MPAKTUKY;
3 MepmMx pykK; ocoba, MO Jae peKOMEHAAllll0; OTpUMATH IIiJBUIICHHS;
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BUIIPOMIHIOBATH BIIEBHEHICTh y CO01; OYIKYBAaTH Ha BIAMOBY; Ipyla HiATPUMKHU;
YCBIIOMJIIOBATH; BHKOPUCTOBYBAaTH TIJXiJ;, TOKa3aTH BMIHHS, BIJMOBIIaTH
nmoTpebdaM; MaTH 3B’SI3KH; MIPOIIOHYBATH CBOI ITOCTYT'H; HABYAHHS ITiCIIs 3aKIHUYCHHS
YHIBEPCUTETY; HAtMaTHUCS Ha POOOTY.

3. Ask your neighbour and have the question answered:

whether he(she) considers this article useful;

what three things employers look at;

why many students get offers at firms where they intern;

who can be a reference for a similar job in another company;

whether self-confidence is important even if a person doesn't really feel that
way,

what he(she) would do if the search for his (her) job has seemed completely
fruitless;

whether he(she) is ready to take a position below his (her) qualifications;
whether he (she) appreciates a chance to get the education and practical skills.

4. Retell the text using the following words and phrases:

to market oneself to an employer, to hold an office, to get an offer at a firm, to
be given raises, to match smb's needs, to have contacts with, to apply for a job,
to sign on for work, to be aware, to count on rejection, firsthand, to take a
position, a sort of post - graduation internship.

5. Write a paragraph about your imaginable employment in which you list
in order of importance the factors you find significant, and explain why.
wages/salary
job/prestige
benefit to community accident insurance
good working hours
free lunch (dinner)
pension scheme
rewarding work (not boring)
paid holidays
paid vacation

CoNOOR~ODE

6. Comment on the given proverbs. Make up a situation centered on one of
them.
A bad workman quarrels with his tools.
An idle brain is the devil's workshop.
He that never climbed, never fell.
He will never set the Thames on fire.
A little knowledge is a dangerous thing.
To work with the left hand.

ook wnE



7. a) Which of the job-titles below would describe the following? Choose
from the list below the questions.
1. The person who represents the workers' interests in disputes with the
management in a factory.
2. A person who has a high (but not the highest) position in a company and
whose job is to make important decisions.
An important person in a company who sits on the Board.
A worker whose job requires no special training.
A person generally in charge of the day-to-day administration in a
company.
6. The person who makes sure there are no risks of accidents from
machinery, etc.
7. A person whose job is to keep an eye on the day-to-day work of other
workers.
8. A person who does hard physical work.
9. The person who handles applications for vacant posts.
10.The person who gives out information to the press for a company.
(director, manager, executive, administrator, unskilled worker, labourer,
public relations officer, safety officer, union official, personal officer).
b) Whose job do these things belong to?
Example: bucket, ladder, leather - window-cleaner
1. board, overhead projector, chalk
2. scalpel, mask, forceps
3. filing cabinet, stapler
4. make-up, script, microphone
5. tractor, plough ,barn
6. sewing machine, scissors, needle

ok w

8. Translate the following sentences into English.

1. A xouy, mo6 mosi pobora Oyna TPECTHKHOI, 100 S MaB MOXKJIMBICTbH
CHUJIKYBaTUCS 3 JIIOJIbMU Ta TOJOPOKYBaTH, a TaKOX 00 Oylu MEepCHeKTHUBH
pocry.

2. o6 BnamryBathcs Ha poOOTy, Puuaps momaB 3asiBy, 3allOBHHUB OCOOUCTHI
JIMCTOK, MPOMIIOB TECTYBAaHHS Ta ciBOeceny 3 pOOOTOIaBLIEM.

3. Tenep, xomu y Mapii Oyna MajneHbKa JUTUHA, BOHA HE MOIJIA MpAIlOBaTH
NOBHUM pabouMii 1eHb, a Oysa 3MyllIeHa IYKaTH POTY 32 CYMICHULITBOM.

4. 1100 3apo0nsiT Ha KUTTSA, HOMY JOBEJIOCS HaWMaTuca Ha poOoTy, sika Oyia
3HAYHO HIDKYE MOro KBanudikariii.

5. Skmo BM OTpUMaiM BiJIMOBY, BJIAIITOBYIOYMCh Ha pOOOTY, Hamaramrech
30epiraTvl BIEBHEHUI BUpa3 00IMyIyYa.

6. 1106 BiAmoBimaTH CydyaCHUM BHMOTaM CYCIUIBCTBA, HEOOXITHO MaTH 3110HOCTI
KEepiBHUKA, TPYJOBUH JOCBI, a TakKoX YyCBIIOMJIIOBAaTH BCIO  Mipy
BIJIMOBIIAJILHOCTI1, 001IMAaOUX Ty UM 1HIITY MTOCAY.



7. He3Baxarounm Ha Te, IO KWOMY JOBENOCS MpAIIOBaTH IOHAAYpPOYHO, BiH
IPOJOBKYBaB HABYAHHSI 3a CIICIIaJbHICTIO OyXranrepa.

8. CbhorojgHi, 3a YMOB >KOPCTKOTO PHMHKY, Ba)XKO 3HaWTH A0Ope OIUIauyBaHy
poOoTy, arne ayke Jerko OyTH 3BUTLHEHUM Yepe3 CKOPOUCHHS IITaTy.

9. Buxin Ha MeHCiI0 Mae CBOi MepeBard: BU MOXETE 33aiiMaTHCS CIIOPTOM, abo
BUTpaUYaTH yac Ha yJIro0JIeH] CIIpaBH.

10.Tenep, konu Pynonbd nmoyar npaifroBaT, BiH OLIIHUB CUJTy 3HAHb.

11. Jlesixi BYMTEINI MAFOTh 3BHUKY KapaTH JITEH 32 HAWMEHIITY TIPOBHHY.

12. XT0 HE pU3MKYE, TOM HE '€ MAMIAHCHKOTO.

13. He3Baskarouu Ha cepiO3HICTh CUTYaIlil, BiH HE IPUIIUHSAB MOTPOKYBaTH.

14. 3apaau ui€i AiBYMHY IOHAK OYB TOTOBHI PU3UKYBAaTH CBOIM JKUTTSIM.

15. 11106 3amo6irtu Xy, BiH BAABCS BCIX 3aC001B IEPECTOPOTH.

16. Ha kpaiiniii BUNIQA0K, sl pO3TJISIHY IIO CTIPaBY 32 PaXyHOK CBOTO 4acy.

17. bo6 OyB nyke BASYHHUN CBOEMY JISIIBKOBI,
10 BiH 3alIPOCHUB MOT0 MpaIlOBaTH Ha CHUIBHOMY M1IIPUEMCTBI.

18. Tenep, xonu [[0H BIaBCs 10 KOPCTOKOCTI, BiH TOBHICTIO BTPATUB CBIH
aBTOPUTET.

19. Koxny MuTh J[’K€HHI XOT1J10CS BUCIIOBUTH CBOE TOPE TOTOKOM CITi3.

9. Read the text and translate it into your native language. Fill in the gaps
with the missing words.

options unemployment commute

mundane toll accelerated programs
Undertaking opportunities vendors

attainable introspection stamina

Acquire Networking tuition costs

to make ends meet substantial career counseling
personality assessments booster marketability

career path goals juggle

transferable skills to pay off embarking
reimbursements health benefits unfulfilling job

Finding the right career
Choosing or changing jobs and finding satisfaction at work

Whether you’re just leaving school, finding
position or, like many in this economy, facing

limited in your current
, it may be time to consider
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your career path. By learning how to research , realize your strengths, and

new skills, as well as muster the courage to make a change, you can discover
the career that’s right for you. Even if you’re trapped in a position you don’t love,
with no realistic opportunity for change, there are still ways to find more joy and
satisfaction in what you do.

Since so much of our time is spent either at work, traveling to and from work, or
thinking about work, it inevitably plays a huge role in our lives. If you feel bored or
unsatisfied with what you do for large parts of the day, it can take a serious toll on
your physical and mental health. You may feel burned out and frustrated, anxious,
depressed, or unable to enjoy time at home knowing that another workday lays ahead.
Having to concentrate for long periods on tasks you find , repetitive, or
unsatisfying can cause high levels of stress. What’s more, if you don’t find your work
meaningful and rewarding, it’s hard to generate the effort and enthusiasm needed to
advance in your job or career. As well as feeling happy and satisfied, you are far
more likely to be successful in an occupation that you feel passionate about.

So how do you gain satisfaction and meaning from your work?

1. You choose or change careers to something that you love and are passionate

about. Or:

2. You find purpose and joy in a job that you don’t love.

For many of us, career dreams are just that: dreams. The practical realities of
paying the bills, putting food on the table and the kids through school mean that you
have to spend 40 hours every week doing a job that you don’t enjoy. Or maybe you
have to multiple jobs, as well as school or family commitments, just to get
by in today’s economy. The idea of choosing to make a career change may seem
about as realistic as choosing to become a professional athlete or an astronaut.

Still, getting up every morning dreading the thought of going to work, then staring
at the clock all day willing it to be time to leave can take a real on your
health. It can leave you feeling agitated, irritable, disillusioned, helpless, and
completely worn out—even when you’re not at work. In fact, having a monotonous
or can leave you just as vulnerable to stress and burnout as having one
which leaves you rushed off your feet, and it can be just as harmful to your overall
mental well-being as being unemployed.

. Try to find some value in what you do. Even in some mundane jobs, you can
often focus on how what you do helps others, for example, or provides a much
needed product or service. Focus on aspects of the job that you do enjoy—even if it’s
just chatting with your coworkers at lunch. Changing your attitude towards your job
can help you regain a sense of purpose and control.

. Find balance in your life. If your job or career isn’t what you want, find
meaning and satisfaction elsewhere: in your family, hobbies, or after work interests,
for example. Try to be grateful for having work that pays the bills and focus on the
parts of your life that bring you joy. Having a vacation or fun weekend activities to
look forward to can make a real difference to your working day.

. Volunteer—at work and outside of work. Every boss appreciates an
employee who volunteers for a new project. new tasks and learning new
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skills at work can help prevent boredom and improve your resume. Volunteering
outside of work can improve your self-confidence, stave off depression, and even
provide you with valuable work experience and contacts in your area of interest.

. Make friends at work. Having strong ties in the workplace can help reduce
monotony and avoid burnout. Having friends to chat and joke with during the day can
help relieve the stress of an unfulfilling job, improve your job performance, or simply
get you through a rough day.

. Consider the following steps in this article about planning a career change.
Even if it’s something that you’re unable to act on at present, having a plan for
someday in the future (when the economy picks up, the kids have grown up, or after
you’ve retired, for example) can help you feel energized and hopeful, and better able
to cope with the difficulties of the present. Simply sending out resumes and
networking can make you feel empowered. Also, making a career change can seem

far more when there’s no time pressure and you break down the process into
smaller, manageable steps.
Whether you’re on your first career out of school or looking to make a

career change, the first step is to think carefully about what really drives you. You
might find it hard to get past thinking about “what pays the most” or “what is most
secure,” especially in today’s economy. But the truth is most employees rank job
satisfaction above salary in ensuring they feel happy at work. So, unless you’re in a
situation where you have to take the first available job , it’s important to
focus on your primary interests and passions. This can open doors to careers that you
might not have considered. Once you have that foundation, you can start fine tuning
your search for the right career. You may be surprised at how you can fit your
passions into a new career.

Exploring your career opportunities

. Focus on the things you love to do. What have you dreamed of doing in the
past? What do you naturally enjoy doing? Jot down what comes to mind, no matter
how improbable it seems.

. Look for clues everywhere. Take note of projects or topics that stir your
compassion or excite your imagination. Reflect on stories of people you admire. Ask
yourself why certain activities make you happy, and pay attention to times when you
are really enjoying yourself.

. Be patient. Remember that your search may take some time and you might
have to go down a few different roads before finding the right career path. Time and

will help you identify the activities you most enjoy and that bring you true
satisfaction.

It’s always challenging to consider a huge change in your life, and there may be
many reasons why you think changing careers is not possible. Here are some
common obstacles with tips on how to overcome them:

. It’s too much work to change careers. Where would I ever begin? Changing
careers does require a time investment. However, remember that it does not
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happen all at once. If you sit down and map out a rough plan of attack, breaking
down larger tasks into smaller ones, it is a lot more manageable than you think. And
if the payoff is a happier, more successful career, it’s worth it.

. I’'m too old to change careers. I need to stay where I am. If you have worked
for a number of years, you may feel that you’ve put too much time and effort into
your career to change midstream. Or you may be concerned about retirement and

. However, the more you’ve worked, the more likely you are to have skills
that can transfer to a new career. Even if you are close to receiving a pension or other
benefits, you can start to plan now for a career transition after retirement.

. I don’t have enough skills to consider a new career. YOU may be unaware of
the skills you have, or low self-esteem may lead you to underestimate your :
Either way, you probably have more skills than you think. Consider skills you’ve
learned not only from your job but also from hobbies, volunteering, or other life
experiences. And gaining skills is not an all-or-nothing proposition. You can
volunteer once a week or take a night class to move forward, for example, without
quitting your current job.

. In this economy, I'm lucky to have a job. I don’t want to rock the boat. In
today’s climate, it might feel like too much of a risk to consider changing careers.
However, if you’re unhappy in your current job, doing research on other options will
only benefit you in the long run. You may discover a career with a more stable long-
term outlook than your current career, for example. And you don’t have to quit your
current job until you are confident of your new career path.

What if [ 've already lost my job?

Being unemployed or underemployed can be tremendously stressful. It can
increase the pressure of meeting mortgage payments, rent, and other financial
obligations. You may feel ashamed for not working, or feel the loss of your job has
stripped you of your identity, at home and at work. This is especially true if you have
been in the same field for a very long time.

However, unemployment can also sometimes have a bright side. It gives you the
chance to reflect on your . If you’ve been considering a new field, now is the
time to research the options and see what might be the right fit for you. You may end
up in a much stronger position than if you had originally kept your job.

Finding the right career tip 1: Identify occupations that match your interests

So how do you translate your interests into a new career? With a little research,
you may be surprised at the careers that relate to many of the things you love to do.

If you have narrowed down some specific jobs or careers, you can find a wealth of
information online, from description of positions to average salaries and estimated
future growth. This will also help you figure out the practical priorities: How stable is
the field you are considering? Are you comfortable with the amount of risk? Is the
salary range acceptable to you? What about commute distances? Will you have to
relocate for training or a new job? Will the new job affect your family?

While you can glean a lot of information from research and quizzes, there’s no
substitute for information from someone currently working in your chosen career.
Talking to someone in the field gives you a real sense of what type of work you will
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actually be doing and if it meets your expectations. What’s more, you will start to
build connections in your new career area, helping you land a job in the future. Does
approaching others like this seem intimidating? It doesn’t have to be. and
informational interviewing are important skills that can greatly further your career.

You may also consider or a job coach, especially if you are considering a
major career shift. Sometimes impartial advice from others can open up possibilities
you hadn’t considered.

Finding the right career tip 2: Evaluate your strengths and skills

Once you have a general idea of your career path, take some time to figure out
what skills you have and what skills you need. Remember, you’re not completely
starting from scratch—you already have some skills to start. These skills are called

, and they can be applied to almost any field. Some examples include:

. management and leadership experience

. communication (both written and oral)

. research and program planning

. public speaking

. conflict resolution and mediation

. managing your time effectively

. computer literacy

. foreign language fluency

To discover your transferable career skills, consider the following:

. Don'’'t limit yourself to just your experiences at work. \When you are thinking
about your skills, consider all types of activities including volunteering, hobbies, and
life experiences. For example, even if you don’t have formal leadership or program
planning experience, founding a book club or organizing a toy drive are ways that
you have been putting these skills into practice.

. List your accomplishments that might fit in. Don’t worry about formatting
these skills for a resume at this point. You just want to start thinking about what skills
you have. It can be a tremendous confidence to realize all of the skills
you’ve developed.

. Brainstorm with trusted friends, colleagues, or mentors. They may be able
to identify transferable skills you’ve overlooked or help you better articulate these
skills in the future.

. Uncover more transferable skills by taking the online tests listed in the
resources section below.

Finding the right career tip 3: Develop your skills and experience

If your chosen career requires skills or experience you lack, don’t despair. There
are many ways to gain needed skills. While learning, you’ll also have an opportunity
to find out whether or not you truly enjoy your chosen career and also make
connections that could lead to your dream job.

How can | gain new career skills?

. Utilize your current position. Look for on-the-job training or opportunities
to do projects that develop new skills. See if your employer will pay part of your
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. Identify resources in the community. Find out about programs in your
community. Community colleges or libraries often offer low cost opportunities to
strengthen skills such as computers, basic accounting, or how to start a business.
Local Chambers of Commerce, Small Business Administrations, or state job
development programs are also excellent resources.

. Volunteer or work as an intern. Some career skills can be acquired by
volunteering or doing an internship. This has the added benefit of getting you in
contact with people in your chosen field.

. Take classes. Some fields require specific education or skills, such as an
educational degree or specific training. Don’t automatically rule out more education
as impossible. Many fields have if you already have some education, or you
may be able to do night classes or part-time schooling so that you can continue to
work. Some companies even offer tuition if you stay at the company after
you finish your education.

Finding the right career tip 4: Consider starting your own business

If you’re getting worn down by a long or a difficult boss, the thought of
working for yourself can be very appealing. And even in a slower economy, it’s still
possible to find your perfect niche. Depending on the specialty, some companies
prefer to streamline their ranks and work with outside . However, it is
especially important to do your homework and understand the realities of business
ownership before you jump in.

. Make sure you are committed to and passionate about your business idea.
You will be spending many long hours getting started, and it may take a while for
your business :

. Research is critical. Take some time to analyze your area of interest. Are
you filling an unmet need? Especially if you are considering an online business, how
likely is your area to be outsourced? What is your business plan, and who are your
potential investors?

. Expect limited or no earnings to start. Especially in the first few months,
you are building your base and may have start-up costs that offset any profit initially.
Make sure you have a plan on how to cope during this period.

Finding the right career tip 5: Manage your career transition

. Pace yourself and don’t take on too much at once. Career change doesn’t
happen overnight, and it is easy to get overwhelmed with all the steps to successfully
change careers. However, you will get there with commitment and motivation. Break
down large into smaller ones, and try to accomplish at least one small thing
a day to keep the momentum going.

. Ease slowly into your new career. Take time to network, volunteer, and even
work part-time in your new field before committing fully. It will not only be an easier
transition, but you will have time to ensure you are on the right path and make any
necessary changes before working full-time in your new field.

. Take care of yourself. You might be feeling so busy with the career
transition that you barely have time to sleep or eat. However, managing stress, eating
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right, and taking time for sleep, exercise, and loved ones will ensure you have the
for the big changes ahead.

10. Answer the questions to the text.
1. Why is finding meaningful work important?
2. Why can changing careers seem an unrealistic option?
3. What kind of job can make you vulnerable to stress and why? In what way can
you cope with the problem?
4. Dwell on the role of volunteering at work?
5. Expand on the ways of planning a career change.
6. Speak on the role of your interests in a career change.
7. What obstacles to career fulfillment can a person face? Dwell on the ways of
overcoming them.
8. What advantages can unemployment have.
9. What are transferable skills?
10. Enumerate possible ways of gaining new career skills.
11. Expand on problems and opportunities of starting your own business.

11. Read the text and translate it into your native language. Four
paragraphs A-D have been removed from the text. Put them in the correct
places.

The Facts About Job Satisfaction

Job satisfaction is an attitude that employees have about their work and is based on
numerous factors, both intrinsic and extrinsic to the individual. Job satisfaction is
important from the perspective of maintaining and retaining the appropriate
employees within the organization; it is about fitting the right person to the right job
in the right culture and keeping them satisfied.

Herzberg developed one of the earliest theories relating to job satisfaction in the
1950s. His "two-factor" theory emphasizes that there are factors in the workplace that
create satisfaction (motivators) and those which lead to dissatisfaction if they are not
present (hygiene factors). There are four motivators in the theory: achievement,
recognition, responsibility, and advancement; and five hygiene factors: monetary
rewards, competent supervision, policy and administration, working conditions, and
security. The implication of the theory is that satisfaction and dissatisfaction are not
opposite ends of the same scale and that job satisfaction may merely be an absence of
job dissatisfaction. Herzberg argues that it is necessary to have hygiene factors at an
acceptable level simply to reach a neutral feeling about the job. The theory has not
been without its critics from the perspective of both the methodology of the studies
and the underlying assumption that all individuals behave in a similar way in the
workplace. However, the theory is simple and has a common sense appeal, and it
supports the argument that today's manager should concentrate on removing the
dissatisfiers from the workplace and concentrate on employing and developing the
right people on the job.

16



He argues that optimism is an attitude that allows individuals to cope in the face of
adversity, which prevents them from becoming apathetic and depressed. Further,
underlying optimism is the concept of self-efficacy, which relates to an individual's
belief that they can successfully complete tasks and meet objectives. A high level of
self-efficacy translates to a strong belief in one's own ability. Thus, personality must
have a strong influence on job satisfaction. It follows, then, that managers must be
aware of the personalities of their employees and how they fit into the job, the work
environment, and indeed the organizational culture. They must ensure that the work
environment is conducive to bringing out the best in their employees' personalities by
removing dissatisfiers from the workplace.

Job satisfaction and its relationship to dispositional factors supports the notion that
managers must concentrate on employing the right people for the organization in
order to maximize on the possibility that employees will be satisfied. Satisfied
employees will stay with the company for a relatively long period. Thus, they must
concentrate on removing dissatisfiers from the workplace to enable employees to get
on with their own satisfaction in an environment that is conducive to achieving both
their own needs and those of the organization.

Harry Onsman discusses a retrospective Gallup study of one million employees in
North America. This study showed that the elements in the workplace that contribute
to a state of job satisfaction are all "group-level™ items. Group-level items are those
that relate to workplace relationships with colleagues, managers, and workplace
friends. In the study there were twelve core elements which were important in job
satisfaction and which had an influence on attracting and retaining the most
productive employees.

These are summarized as follows, in order of importance:

Do | know what is expected of me at work?

Do | have the materials and equipment I need to do my work right?

At work, do | have the opportunity to do what I do best every day?

In the past seven days, have I received recognition of praise for good work?
Does my supervisor or someone else at work seem to care about me as a
person?

Is there someone at work who encourages my development?

At work, do my opinions count?

Does the mission of my company make me feel like my work is important?
9. Are my co-workers committed to doing quality work?

10.Do | have a best friend at work?

11.1n the past six months, have | talked with someone about my progress?
12.At work, have | had the opportunity to learn and grow?

ke

o N o

That managers need to concentrate on employing the right person for the job
(including management jobs) and the organization in order to facilitate job
satisfaction can be shown through illustration. The Body Shop (Australia) is an
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example of an organization that employs people who fit the organizational culture
and as a result enjoys high levels of job satisfaction among its employees.

In today's pharmaceutical industry, managers must ensure that they employ the
right people for the jobs within their organization, a concept that applies to the entire
organization and includes the managers themselves. At the same time, management
must create a work environment that is free from dissatisfiers in order that employees
can go about achieving the aims and mission of the organization that are in line with
their own career goals and objectives. Managers should encourage employees to take
responsibility for their own job satisfaction by developing an environment that allows
them the scope to perform well. In this environment, employees need to accept that
responsibility and take steps to build on their own satisfaction.

A. A review of these elements confirms a couple of pertinent points. Firstly,
referring back to Herzberg's two-factor theory, most of the elements can be related to
the "motivators.” Secondly, most of the elements relate to the workplace at the group
level and not the corporate level, where managers have traditionally concentrated
their efforts. Since the elements mostly relate to group-level issues, these are more
easily managed if the employees working within the organization have values that fit
with those of the organization. Moreover, it follows that there is more likely to be an
environment of job satisfaction if these elements can be achieved through the
individuals themselves. The corporate-level dissatisfiers must be removed from the
workplace in order that individuals are not distracted by them and that they have the
space to develop the work group-level elements.

B. Today's business environment is characterized by weak economies, rapidly
changing technology, organizational re-engineering, shortened length of tenure, and
outsourcing of peripheral business activities. The pharmaceutical industry is
reflective of this environment. Under these circumstances, managers should
concentrate on removing sources of dissatisfaction from the workplace in order to
keep employees busy, productive, and satisfied. At the same time, employees need to
take responsibility for their own satisfaction in their job.

C. Nicholas Way reports that The Body Shop employs people whose values and
personal goals are synchronized with the aims and ethos of the organization. The
Body Shop staff "seem to fit the culture” of the organization. They make statements
such as "this is where | want to stay" when discussing the experience of working for
the organisation. The figures on staff turnover and tenure reflect that the organisation
IS successful in retaining staff.

D. That employees are predisposed to greater or lesser job satisfaction has been
studied by Staw and his coworkers. Staw argues that individuals with a positive
outlook on life, or who are optimistic, will have higher job satisfaction irrespective of
the job or workplace they are in. It is an individual's personality that causes consistent
behaviour in given situations and which lends itself to either a positive or negative
outlook on life. Personality is a relatively stable set of characteristics that give rise to
the patterns of thinking, feeling, and behaving within a person's environment. One
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element of personality that relates to job satisfaction is optimism. Daniel Goleman
discusses optimism and its relationship to an individual's outlook in life.

12. You are going to read a magazine article about a teenager who runs his
own business. Choose the most suitable heading from the list A-1 for each part of
the article (1-7). There is one extra heading which you do not need to use. There
Is an example at the beginning (0).

A Getting and passing on information
B Taking arisk

C A bright future

D Service and image

E A real businessman

F It’s time to take him seriously

G Demand leads to expansion

H An unlikely interest

| Like a different person

Chairman of the board — at 14!

.0 | I

When Pat Woodbury hears her son Paul on the telephone, she can’t believe it’s the
same 14-year-old who leaves his room littered with dirty socks and is never around
when the washing-up needs doing. “He sounds so grown-up, so businesslike,” says
Pat.

1

Paul is running his own travel company. He set it up in January this year and it’s
expanding rapidly. Under the very grown-up title of Managing Director, Paul, who
has a staff of six other 14-year-olds, organizes ferry crossings and coach trips from
his “office” — a spare bedroom in his parents’ home. So far, he’s booked 50 trips
for individuals and groups, and he’s an official agent for all the major ferry
companies.
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Paul’s passion started when dad David and mum Pat took him to France for the
day. “When he was very small, he was nervous and didn’t like boats,” says Pat.
“So, when he was six, we thought we’d take him on a sea trip to help him get over
the fear. We’d no idea what we were starting.” Paul became a ferry enthusiast,
writing to different companies for details about their ships.

3 |

His idea of a great day out was to go and see the ships going in and out of the
harbour. “I could see as many as 50 in one day and I’d find out everything about
each one: how big it was, how many passengers it carried and what sort of
restaurant it had,” says Paul. Keen to share his knowledge, Paul set up a service
two years ago. “People could ring me up and, for free, I’d tell them all about the
ship they were booked on.”

4|

The service was so popular that Paul decided to develop it by making the ferry
bookings for people. “I wrote to all the main companies, and they wrote back or
sent me forms to fill in. I didn’t tell them how old I was at first- but they know now
because | thought it best to inform them.” Paul’s very first customers were his
neighbours and friends of his parents. His reputation grew then by word of mouth.

5 |

His coach trips have taken off too. Day-trip customers are given a factsheet telling
them all about the ferry they will be traveling on and all about facilities in the ports
they will be using. “Every trip is led by two of my staff,” he says. Paul is currently
designing a company tie for his staff. At present they all wear white shirts, dark
trousers, black shoes and company badges. “We take pride in being smart,” says
Paul. “We find that customers appreciate it.”

6 |

Pat and David have had a few months to get used to the idea of their schoolboy son
running a business — but admit it was a shock at first. “We thought it was just a
craze he’d soon get over. Then, one day, I took a phone call from someone trying
to book a trip,” says David. “After that, we took Paul to the bank to get some
proper advice on the financial and legal implications.”
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But Paul has no desire to be a travel agent when he leaves school. Instead he hopes
to join a major ferry company and work on their ships. A spokesman for one major
ferry company that uses Paul’s firm says:” He runs his trips well. We didn’t know
how old he was at first — but we don’t find his age a drawback. I’'m sure he’ll do
very well in whatever he decides to do in this line of work.”

13. Answer the questions.

1. Have you ever thought about starting a career right now?

2. Do you think it is possible in our country to do business if you are a
youngster? What options do you have?

3. What personal or business qualities should a teenager have to start his/her
own business?

4. What would your parents’ attitude be if you started a business career
before graduating from the university?

5. What do you think your friends’ reaction would be?

6. What kind of business do you think you could take up?

14. Read the text and put the headings in the right place.
From librarian to political reporter... In a month!

1
The Pretenders is a very successful and popular TV series. In each programme
there is a contestant who has just four weeks to learn to do a completely new job.
At the end of the month the contestant has to do a “test”, where he or she has to do
the new job together with three other real professionals. A panel of three judges
has to decide which of the four people is pretending to be a professional.
Sometimes they spot who is pretending, but sometimes they don’t!
2
Jessica Winters is a 26-year-old librarian who lives in Southampton with her
parents. She studied English Literature at the University of Bath before getting a
job in her local library. She didn’t know it, but two of her friends sent her name to
the TV company to take part in The Pretenders. “When someone from the
programme phoned me, I thought it was a joke”, said Jessica. “First of all I said no,
but they asked me to think about it. In the end my friends and family persuaded me
to say yes.”
3
Jessica had four weeks to turn from a quiet, shy librarian into a confident TV
reporter. At the end of the month she had to do her final test. This was a live TV
interview with the Minister of Education. She had to try to make the judges think
that she really was a professional reporter.
4
An experienced political journalist, Adam Bowles, and ex-MP Sally Lynch had the
job of transforming Jessica. When they first met her, they were not very
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optimistic. “Jessica needs to be a lot tougher. She is much too sweet and shy,” said
Adam. “Politicians will eat her alive.” They had just 28 days to train her to be a
reporter...

5

Jessica had to spend the month in London. She was completely isolated from her
family and friends — she could only talk to them on the phone. The training was
very hard work. She had to learn how to interview people, how to look more
confident, how to speak clearly. She also had to learn about the world of politics.
“I am feeling really nervous”, said Jessica. “l am terrified of the idea of being on
TV. Also I’ve never been interested in politics — I don’t know anything about it — |
didn’t even vote in the last elections.”

A) The challenge B) The teachers C) The programme
D) The training E) The contestant

15. You are going to read an extract from article about a young designer.
Seven sentences have been removed from the article. Choose from the
sentences A-H the one which fits each gap (8-14). There is one extra sentence
which you do not need to use.

Sparkling trainers

Pauline Clifford’s hobby of decorating trainers has turned into a successful
business.

Pauline’s hobby of customizing trainers by decorating them with Swarovski
crystals has grown into a fashion phenomenon. Pauline’s customers send her their shoes
and she decorates them with their names, favourite song lyrics, flags, or one of her own
colourful designs.

Pauline is in her twenties and turns out her shoe designs in a spare room at home
in Neilston, a suburban village on the outskirts of Glasgow in Scotland — a place about
as far away from the red carpets, paparazzi and the glamour of celebrity land as it is
possible to imagine. 8

Pauline’s company, StarSparkles,was formed in April 2006. Now upmarket
department stores and retail chains at the fashionable end of the market are stocking her
pre-customised shoes. Pauline’s success isn’t entirely surprising because people are
keen to buy something unique. 9 And that’s precisely what Pauline is offering.

So how did it all start? ‘I’ve always liked things that are a bit different and
creative,” says Pauline. ‘I used to dress a bit strangely when I was growing up and I
began customizing things as a teenager. But it really started a couple of years back,
when | bought a load of Swarovski crystals on a trip to Los Angeles. When | came back
I customized some Adidas and Puma trainers.” 10 Pauline soon found herself
spending all her spare time on her shoe project.

‘I also emailed lots of magazines to see if they wanted to feature my shoes, and a
lot of them did,” Pauline adds. Also, as she is a bit celebrity-obsessed, she found a
website called Contact Any Celebrity, chose a few well-known people in Los-Angeles,
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found out their shoe sizes and designed them each a pair of trainers. ‘11 It was
amazing.’

As the orders continued to flood in, Pauline decided to put her business on a more
formal footing. 12 Pauline says: ‘After I had officially been in business for about
six months, I went to the Prince’s Scottish Youth Business Trust. They were pretty
supportive and they gave me £5000, which I used to get my website up and running, get
some business cards and buy a stock of crystals.’

Pauline is negotiating to buy a stock of shoes to work on and sell internationally
through her website, but she is slightly uneasy. 13 ‘Some people started selling
trainers similar to mine, so | had to pay for a lawyer to stop them. What | really want to
do is to build up a brand name for myself, so that if anybody tries to copy me, my brand
will be seen as the original and best,” she says. 14 But | never get bored. |
definitely will have to employ someone soon — there’s only so many shoes I can do.
Everyone asks me if I’'m not getting a bit fed up. But I love to see customers’ faces
when | show them their shoes. It makes me really happy, that’s the best thing about it’.

A A shoe-shop manager in Glasgow saw them and ordered a few pairs to put in
the shop window, and they sold straightaway.

B But who do you turn to for help when you’ve got a rapidly expanding enterprise
on your hands and no experience of running a company?

C The well-known shops have become so like one another that it’s almost
impossible for the style-conscious shoe shopper to take home something that
nobody else has got.

D But it was the Business Gateway organization which helped her to draw up a
business plan.

E As is the case with so many new businesses, someone else pinching and using
her idea is a worry.

F 1It’s an appropriate setting, however, for someone making their mark in
footwear, because in the nineteenth century it was home to a thriving shoe
industry.

G Sometimes when I’m getting behind with individual customer orders, I do get a
bit stressed.

H One of them — who’s a bit of a fashion icon — was photographed wearing theirs
the following week, and I just couldn’t believe my luck!
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16. Read the article and answer the questions.

After twenty years in employment, many people don’t like going to work in
the morning. They want to be truly excited about their jobs. But it’s difficult to
change jobs and changing your career is even harder, so take time to do it right.

You’ll need to look at your skills and personal interests. Connecting work to
personal interests is the best way to find a satisfying career. What do you really
enjoy doing in your spare time? It isn’t always a good idea to make your hobbies
your career because then you’ll need to find a new hobby, but knowing why you
like your hobbies is very important to knowing which career you might enjoy.

When you know the abilities you enjoy using and have decided which field
you’d like to work in, it’s time to get practical. Find out all about it. Who are the
key companies? After finding potential employers, you can start thinking about
possible jobs.

However, it’s very hard to find full-time employment in a completely
different line of work. You might need to go to evening classes for extra
qualifications for your CV. But employers prefer candidates to have a solid
background in the field. You might have to start by working part time or even for
free to gain experience.

Changing careers isn’t easy. People often find that ‘the devil you know is
better than the devil you don’t” and prefer to stay in a job they know. But | think
life’s too short to spend a single minute doing something you don’t love doing.

1. What does the author mean by ‘key companies’?
2. What does the author refer to by mentioning the phrase ‘solid background in
the field’?
3. From the author’s point of view:
a. finding full-time employment is very easy;
b. finding full-time employment is very difficult and impossible;
c. finding full-time employment is tough but not impossible;
d. finding full-time employment is no more interesting to people.
4. Who is ‘the devil you know’ and who is the ‘the devil you don’t’?
5. Would you like to change your career? Why? Why not?

17. Mark the sentences T (True) or F (False).

A lot of people are still excited about their jobs after twenty years.
Changing your career is harder than changing your job.

You should ask yourself why you enjoy your hobbies.

Your hobby will always be your perfect job.

You should look at the field you’d like to work in, then the companies,
then the job.

6. Employers prefer to employ people with qualifications and experience.

Ok W E
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7. People are often afraid of changing their career because they don’t know

what will happen.

8. The expert suggests changing your job if you don’t love doing it.

18. Match the words and their definitions.

1. accomplishments

these tests ask you a series of questions and try to
provide you with some sense of your personality and
career interests. You shouldn’t rely on the results of
these tests by themselves, but the results can be a good
starting point for discovering more about yourself and
your interests and considering careers you may not
have thought of.

2. Applicant Tracking
Systems (ATS)

used by employers to verify the accuracy of the
information you provide on your resume or job
application — and beyond. On the rise as prices fall
on these services. Items checked include: employment
verification, educational background/degrees,
references, credit history, medical records, driving
record, court records, criminal records, and more.

3. assessments

a strategy where employed workers stay prepared for
new job and career opportunities by maintaining a
current resume, continuing to network, staying
registered with one or more job-search agents. You are
not openly on the job market, but keep an interest in
new possibilities.

4. baby boomer job-
seeker/worker

a label employers often use on mid-career job-seekers
who appear to have one of three flaws: too many years
of experience, too much education, too highly paid in
current or previous job.

5. background check

an extremely important process in which job-seekers
attempt to obtain the best compensation package
possible, based on skills and experience, the industry
salary range, and the company’s guidelines.

6. branding statement

used by major employers to collect, store job
candidate data — and screen resumes from potential
job candidates.

7. career branding

the generation of people born between 1946 and 1964
— and about 78 million strong. The group of workers
and job-seekers are now nearing the peak of
employment and earning potential, with many
attempting major career changes — referred to as
recareering — or retiring from a stressful (or
despised) corporate job and moving finally rediscover
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their career passion. Also referred to as Third Agers.

8. career change

job offers and work-at-home businesses designed to
deceive and defraud innocent job-seekers. These all
too often “get rich quick” scams are designed to take
your identity or your money — or both. Job-seekers
can protect themselves by never releasing confidential
information about themselves or their finances to any
recruiter, headhunter, or business

9. career coach

a letter of support for your skills, ability, and work
ethic, usually written by a former boss or co-worker,
but could also be from a teacher or personal reference.
Good for applying to graduate school, but seen as
fairly worthless in job-hunting because no one who
would write you a recommendation letter would say
anything negative about you

10. career exploration

an optional part of your resume, but one that is
growing in use — especially with scannable (text-
based) resumes. This section should summarize (using
nouns as keywords and descriptors) your major career
accomplishments. Sometimes also referred to as
“Summary of Accomplishments,” “Qualifications
Summary,” or simply “Accomplishments.”

11. career fair

one of the most popular work-based learning activities
because it provides job-seekers with opportunities to
gather information on a wide variety of career
possibilities before deciding where they want to focus
their attention. It involves brief visits to a variety of
workplaces, during which time you “shadow,”
observe, and ask questions of individual workers.

12. career objective/job
objective

These are the achievements you have had in your
career — including work, job, and life successes.
These key points really help sell you to an employer
— much more so than everyday job duties or
responsibilities. In your cover letters, resumes, and job
interviews, focus on key career accomplishments —
especially ones that you can quantify.

13. cold call

there are many types of such occasions — from those
scheduled during Spring Break for college students to
industry-specific fairs for professionals — but they all
have a common theme: a chance for a company to
meet and screen a large volume of potential job
candidates while simultaneously an opportunity for
job-seekers to meet and screen a large number of
employers.
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14.

cover letter

only about 5-20 percent of all job openings are ever
publicly known, which results in about four-fifths of
the job market being “closed,” meaning you can’t find
out about any new openings unless you do some
digging. Strategies for uncovering it include
networking and cold calling.

15.

declining letter

one of the best types of work experiences for entry-
level job-seekers because a majority of employers say
experience is the most important factor in whether
you’re hired. It involves working in your expected
career field, either during a semester or over the
summer. Besides gaining valuable experience, you get
exposed to the business environment and gain
valuable references and network contacts.

16.

degrees & certifications

also called career consultant, career adviser, work-life
coach, personal career trainer, and life management
facilitator. These professionals have been likened to
personal trainers for your life/career, serving the role
as your champion, cheerleader, advocate, mentor,
partner, and sounding board on all issues related to
your job or career search.

17,

diversity job-seekers

helps define who you are, how you are great, and why
you should be sought out. Branding is your reputation;
branding is a promise of your value to an employer.
Branding is about building a name for yourself,
showcasing what sets you apart from other job-
seekers, and describing the added value you bring to
an employer.

18.

employment gaps

an often overlooked and critical part of job-hunting. In
the early phases of searching for a job, job-seekers
must be proactive in showing continued interest in all
job leads — contacting employers after you’ve
submitted your resume.

19. follow-up used to confirm the offer of employment and the
conditions of the offer; i.e., salary, benefits, starting
employment date, etc. It is always a good idea to get
the entire offer in writing.

20. hidden job market the process of finding a rewarding career path, as well

as specific jobs within a particular career path. People
of all ages — from teens trying to explore careers for
the first time to mature workers seeking to find a new
career for recareering.

21.

internships

a letter sent to an employer to turn down a job offer.
The writer should keep the door open in case he or she
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would like to approach the employer again someday.

22. job scams

numerous disadvantaged groups — women and
minorities — often face extra challenges in the job-
search.

23. job shadowing

changing your occupation by devising a strategy to
find new career choices. Change may occur because
you don’t enjoy the work as much as you used to. Or
maybe you can’t progress further in your career

24. key accomplishments

when a job-seeker approaches an employer (usually
through an uninvited cover letter) who has not
publicly announced any job openings.

25. letter of acceptance

involves developing a broad list of contacts — people
you’ve met through various social, professional, and
business functions — and encouraging them assist you
in looking for a job.

26. letter of recommendation

are those periods of time between jobs when job-
seekers are unemployed, either by choice or
circumstances.

27. networking

recognition bestowed on students upon completion of
a unified program of study, including high school,
trade schools, colleges and universities, and other
agencies.

28. overqualified

should always accompany your resume when you
contact a potential employer. It opens a window to
your personality (and describes specific strengths and
skills you offer the employer). It should entice the
employer to read your resume.

29. passive job-search,
passive job-seeker

a punchy “ad-like” statement placed at the top of a
job-seeker’s resume that tells immediately what he/she
can bring to an employer. It should sum up your value
proposition, encapsulate your reputation, showcase
what sets you apart from other job-seekers, and
describe the added value you bring to a situation.
Think of it as a one-sentence sales pitch that entices
the hiring manager to read more of your resume.

30. salary negotiation

an optional part of your resume, but something you
should contemplate whether you place it on your
resume or not. While once very common, it has now
fallen from favor. While it can help sharpen the focus
of your resume, most job-seekers never did so, using
vague language.
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19. Complete the letter of application for a job by filling the gaps with a
word from the box below.

CVv post department developer
interview experience qualified closing
skills salary

Dear Sir/Madam

[ am writing to apply for the ................. of Software Development
Manager advertised on February 9th on the University of Kent vacancy database. |
have worked for the past ten years as a senior ................. in a
telecommunication company in the IT .................... . I think now is the right
time to apply for a better position as I believe I have gained relevant ...............
and skills.

As you can see from my enclosed .................... ,lama ..................
engineer and believe I have excellent technical and management .................. :
My current ................. is $55,000 a year.

I realize that the ................ Date for applications was last Saturday, but I
hope you will still consider my application. I will be available for ................. at

any time, apart from the 12-24 March when | have arranged a holiday in Italy.
| took forward to hearing from you soon.
Yours sincerely
John Smith.

20. Read the explanations to different types of job interviews and say if
you are acquainted with any of these terms.

« screening interviews — usually conducted by a member of the human
resources department, the screening interview is designed to weed out
unqualified candidates. Providing facts about your skills is more important
than establishing rapport.

o traditional interviews — uses broad-based questions such as, “why do you
want to work for this company,” and “tell me about your strengths and
weaknesses.” Interviewing success or failure is more often based on the job-
seeker’s ability to communicate and establish rapport than on the
authenticity or content of their answers.

. behavioral interviews — based on the premise that past performance is the
best indicator of future behavior and uses questions that probe specific past
behaviors, such as “tell me about a time where you confronted an
unexpected problem” and “tell me about an experience when you failed to
achieve a goal.”

« panel/group interviews — uses a committee of people, usually around a
table, asking questions. The key to this type of interview is to balance eye
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contact with both the person who asked the question and the remainder of
the group.

. case interviews — used primarily by management-consulting firms to
determine how well suited you are to the consulting field. Case interviews
measure  problem-solving ability, tolerance for ambiguity, and
communication skills along several dimensions. The idea is to find out how
well you identify, structure, and think through problems.

. situational interviews — sometimes also referred to as a scenario-based
(problem-solving) interview, where the job-seeker is placed in a hypothetical
situation (such as dealing with an irate customer), and is judged by how well
s/he reacts to complex information and ability to resolve problem and arrive
at solutions.

« stress interviews — usually are a deliberate attempt to see how you handle
yourself under pressure. The interviewer may be sarcastic or argumentative,
or may keep you waiting. Expect these things to happen, and when it does,
don’t take it personally. Calmly answer each question as it comes. Also
called intimidation interviews.

. phone interviews — have only one purpose: to decide if there is a good
enough match to justify a site visit. Make sure to set a specific time for your
telephone interview — not just “sometime this week.”

21. Agree or disagree with the statements below. Justify your opinion.

Career Change Do’s and Don’ts
Here are the keys to successfully changing careers. Follow these career-change
rules and guidelines and you should achieve success in contemplating
changing careers — as well as in your career change itself.

« Do have a well-developed plan for making your career change. And don’t
rush into a career change until you have thought it out and developed a
strategy.

. Don’t worry if you feel a bit insecure or unsure about making a career
change; these feelings are normal.

« Do expect to put in a great deal of time and effort in making the switch from
one career to another, but don’t allow yourself to get discouraged at the pace
or your progress changing careers takes time.

« Don’t rush into a new career field because you are dissatisfied or
disillusioned with your current job, boss, company, or career field.

« Do take the time to examine the activities that you like and dislike, with
more focus on your likes. And do focus on new careers that center around
your likes and passions.

« Do leverage some of your current skills and experiences to your new career
by taking advantage of your transferable skills.
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« Don’t limit yourself to similar careers or jobs when making a career change;
look for careers that take advantage of both your skills and your interests.

« Do consider the possibility that you will need to get additional training or
education to gain the skills you need to be competitive in your new career
field, but don’t jump headfirst into an educational program... start slowly.

. Do take advantage of all your networking potential, including using your
current network of contacts, conducting informational interviews with key
employers in your new career field, and joining professional organizations in
your new career field.

« Don’t forget to take advantage of the career and alumni offices from your
previous educational experiences as well as your current school (if you are
going back for additional education or training).

« Do gain experience in your new career field, ideally while you are still
working in your current job. VVolunteer or find a part-time job in your new
career field — thus building experience, confidence, and contacts in your
new field.

. Don’t go it alone; do find a mentor. Changing careers is challenging, and
you really need to have someone who can help motivate you and keep you
focused on your goal when you get discouraged.

« Do brush up on all aspects of job-hunting, especially if you haven’t had a
need to use those skills recently.

« Above all else, do be flexible. You’re basically starting your career anew,
which means you may have to make concessions about job titles, salary,
relocation, etc.

22. Read the text and explain what networking is and how it works.
Expand on networking tips.
How to Find the Right Job by Building Relationships

Finding a job in today’s economy can be tough, but there are opportunities if you
know where to look. The best way to find these opportunities is not through online
job boards, the classifieds, or employment agencies—it’s by talking to people around
you. Your network of friends, relatives, colleagues, and acquaintances is a valuable
job search resource. Networking may sound intimidating, but it can be rewarding and
fun, even if you’re shy or feel like you don’t know many people.

The vast majority of job openings are never advertised; they’re filled by word of
mouth. That’s why networking is the best way to find a job. Unfortunately, many job
seekers are hesitant to take advantage of networking because they’re afraid of being
seen as pushy, annoying, or self-serving. But networking isn’t about using other
people or aggressively promoting yourself—it’s about building relationships.

Networking is nothing more than getting to know people. Whether you realize it or
not, you’re already networking every day and everywhere you go. You are
networking when you strike up a conversation with the person next to you in line,
introduce yourself to other parents at your child’s school, meet a friend of a friend,
catch up with a former co-worker, or stop to chat with your neighbor. Everyone you
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meet can help you move your job search forward.Tapping the hidden job market may
take more planning and nerve than searching online, but it’s much more effective.
Adopting a networking lifestyle—a lifestyle of connecting and helping others in good
times and bad—uwill help you find the right job, make valuable connections in your
chosen field, and stay focused and motivated during your job search. Networking is
the best way to find a job because:

« People do business primarily with people they know and like. Resumes and
cover letters alone are often too impersonal to convince employers to hire
you.

. Job listings tend to draw piles of applicants, which puts you in intense
competition with many others. Networking makes you a recommended
member of a much smaller pool.

« The job you want may not be advertised at all. Networking leads to
information and job leads, often before a formal job description is created or
a job announced.

Job networking tip 1: You know more people than you think

You may think that you don’t know anyone who can help you with your job
search. But you know more people than you think, and there’s a very good chance
that at least a few of these people know someone who can give you career advice
or point you to a job opening. You’ll never know if you don’t ask!

Make a list of the people in your network. Your network is bigger than you think
it is. It includes all of your family members, friends, neighbors, co-workers,
colleagues, and even casual acquaintances. Start writing down names, and you’ll
be surprised at how quickly the list grows. Think about people you know from
former jobs, high school and college, church, your child’s school, the gym, social
media, or your neighborhood. Also think about people you’ve met through your
close connections: your sister’s co-worker; your best friend’s boss; your college
roommate’s spouse; friends of your parents; your uncle’s business partner. Don’t
forget to include people like your doctor, landlord, accountant, dry cleaner, or yoga
instructor.

Yes, you do have a job network, and it’s more powerful than you think:

. You already belong to many networks (family, friends, colleagues, fellow
civic club members, etc.) and your job search network can be natural
outgrowth of these primary contacts.

« [Each network connects you to another network (e.g., your child’s teacher
can connect you with other parents, schools, and school suppliers).

« Each member of a network may know of an available job or a connection to
someone who will know of one.

If you’re nervous about making contact—either because you’re uncomfortable
asking for favors or embarrassed about your employment situation—try to keep the
following things in mind:

« It feels good to help others. Most people will gladly assist you if they can.
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« People like to give advice and be recognized for their expertise.

« Almost everyone knows what it’s like to be out of work or looking for a job.
They’ll sympathize with your situation.

. Unemployment can be isolating and stressful. By connecting with others,
you’re sure to get some much needed encouragement, fellowship, and moral
support.

« Reconnecting with the people in your network should be fun—even if you
have an agenda. The more this feels like a chore the more tedious and
anxiety-ridden the process will be.

Job networking tip 2: Reach out to your network

All the connections in the world won’t help you find a job if no one knows about
your situation. Once you’ve drawn up your list, start making contact with the
people in your network. Let them know that you’re looking for a job. Be specific
about what kind of work you’re looking for and ask them if they have any
information or know anyone in a relevant field. Don’t assume that certain people
won’t be able to help. You may be surprised by who they know.

Figure out what you want before you start networking. Networking is most
effective when you have specific employer targets and career goals. It’s hard to get
leads with a generic “Let me know if you hear of anything” request. You may
think that you’ll have better job luck if you leave yourself open to all the
possibilities, but the reality is this “openness” creates a black hole that sucks all of
the networking potential out of the connection.

A generic networking request for a job is worse than no request at all, because
you can lose that networking contact and opportunity. Asking for specific
information, leads, or an interview is much more focused and easier for the
networking source. If you’re having trouble focusing your job search, you can turn
to close friends and family members for help, but avoid contacting more distant
people in your network until you’ve set clear goals.

Start with your references. When you are looking for a job, start with your
references. Your best references—the people who like you and can endorse your
abilities, track record, and character—are major networking hubs.

. Contact each one of your references to network about your possibilities and

affirm their agreement to be your reference.

« Describe your goals and seek their assistance.

« Keep them informed on your job search progress.

« Prepare them for any calls from potential employers.

« Let them know what happened and thank them for their help regardless of

the outcome.

Job networking tip 3: Improve your communication skills

Effective communication is a cornerstone of job networking. As simple as
communication may seem, much of what we try to communicate—and others try
to communicate to us—gets misunderstood. Effective communication combines a
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set of learned skills: attentive listening, recognizing and using nonverbal cues,
managing stress in the moment, and understanding your own emotions and those
of the person you're communicating with.
Effective listening means not just understanding the words or the information
being communicated, but also understanding how the speaker feels about what
they're communicating. To listen effectively:
. Focus fully on the speaker and his or her body language, rather than
daydreaming, texting, or doodling. If you find it hard to concentrate, try
repeating the speaker's words over in your head.
. Avoid interrupting or trying to redirect the conversation to your
concerns. Listening is not the same as waiting for your turn to talk. You
can't concentrate on what someone's saying if you're forming what you're
going to say next.
. Show your interest in what's being said. Nod occasionally, smile at the
person, and make sure your posture is open and inviting.
Wordless communication, or body language, includes facial expressions, body
movement and gestures, eye contact, posture, and the tone of your voice. The way
you look, listen, move, and react to another person tells them more about how
you're feeling than words alone ever can.
. You can enhance effective communication by using open body
language—arms uncrossed, standing with an open stance or sitting on the
edge of your seat, and maintaining eye contact with the person you're talking
to.
. Body language can emphasize or enhance your verbal message—
patting a friend on the back while complimenting him on his success, for
example, or pounding your fists to underline your message.
Overwhelming stress can hamper effective communication by disrupting your
capacity to think clearly and creatively, and act appropriately. When you're
stressed, you're more likely to misread other people and send confusing or off-
putting nonverbal signals. To quickly deal with stress while communicating:
. Recognize when you're becoming stressed. Are your muscles tight?
Are your hands clenched? Is your breath shallow?
. Take a moment to calm down. Take a few deep breaths, clench and
relax your muscles, or take a break if possible. Stroll outside or spend a few
minutes in a quiet place to regain your balance.
. Bring your senses to the rescue. The best way to rapidly and reliably
relieve stress is through your senses: sight, sound, touch, taste, and smell.
Wearing a favorite perfume or cologne, or keeping a photo of your family at
hand may help to calm you.
. Find the humor. When used appropriately, humor is a great way to
diffuse stress. Lighten the mood by sharing a joke or amusing story.
Developing emotional awareness provides you the tools for understanding both
yourself and other people, and the real messages they are communicating to you.
Although knowing your own feelings may seem simple, many people ignore or try
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to sedate strong emotions like anger, sadness, and fear. But your ability to
communicate effectively depends on being connected to these feelings. If you're
afraid of strong emotions or insist on communicating only on a rational level, it
will impair your ability to fully understand others and build strong connections.

Job networking tip 4: Focus on building relationships

Networking is a give-and-take process that involves making connections,
sharing information, and asking questions. It’s a way of relating to others, not a
technique for getting a job or a favor. You don’t have to hand out your business
cards on street corners, cold call everyone on your contact list, or work a room of
strangers. All you have to do is reach out.

« Be authentic. In any job search or networking situation, being you—the real
you—should be your goal. Hiding who you are or suppressing your true
interests and goals will only hurt you in the long run. Pursuing what you
want and not what you think others will like, will always be more fulfilling
and ultimately more successful.

« Be considerate. If you’re reconnecting with an old friend or colleague, take
the time to get through the catching-up phase before you blurt out your need.
On the other hand, if this person is a busy professional you don’t know well,
be respectful of his or her time and come straight out with your request.

« Ask for advice, not a job. Don’t ask for a job, a request comes with a lot of
pressure. You want your contacts to become allies in your job search, not
make them feel ambushed, so ask for information or insight instead. If
they’re able to hire you or refer you to someone who can, they will. If not,
you haven’t put them in the uncomfortable position of turning you down or
telling you they can’t help.

. Be specific in your request. Before you go off and reconnect with everyone
you’ve ever known, get your act together and do a little homework. Be
prepared to articulate what you’re looking for. Is it a reference? An insider’s
take on the industry? A referral? An introduction to someone in the field?
Also make sure to provide an update on your qualifications and recent
professional experience.

The best racecar drivers are masters of slowing down. They know that the fastest
way around the track is by slowing down going into the turns, so they can
accelerate sooner as they’re heading into the straightaway. As you’re networking,
keep this “Slow in, fast out” racing mantra in mind.

Effective networking is not something that should be rushed. This doesn’t mean
you shouldn’t try to be efficient and focused, but hurried, emergency networking is
not conducive to building relationships for mutual support and benefit. When you
network, you should slow down, be present, and try to enjoy the process. This will
speed up your chances for success in the job-hunting race. Just because you have
an agenda doesn’t mean you can’t enjoy reconnecting.

Don’t be a hit-and-run networker: connecting, getting what you want, and then
disappearing, never to be heard from until the next time you need something.
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Invest in your network by following up and providing feedback to those who were
kind of enough to offer their help. Thank them for their referral and assistance. Let
them know whether you got the interview or the job. Or use the opportunity to
report on the lack of success or the need for additional help.

Job networking tip 5: Evaluate the quality of your network

If your networking efforts don’t seem to be going anywhere, you may need to
evaluate the quality of your network. Take some time to think about your
network’s strengths, weaknesses, and opportunities. Without such an evaluation,
there is little chance your network will adapt to your needs and your future goals.
You may not notice how bound you are to history, or how certain connections are
holding you back. And you may miss opportunities to branch out and forge new
ties that will help you move forward.

Taking inventory of your network and where it is lacking is time well spent. If
you feel your network is out of date, then it's time to upgrade! Your mere
awareness of your needs will help you connect you with new and more relevant
contacts and networks.

Rate your network. Give yourself 1 point for each question you answer yes.

« Do you trust your network to give you the truth about the real you?

Does your network challenge you as much as it supports you?

Does your network feel vibrant and dynamic?

Does your network represent your future goals as much as your past?
Are the networks connected to your network strong?

Job networking tip 6: Take advantage of both “strong” and “weak” ties

Everyone has both “strong” and “weak” ties. Strong ties occupy that inner circle

and weak ties are less established. Adding people to networks is time consuming,
especially strong ties. It requires an investment of time and energy to have multiple
"best friends.” Trying to stay in touch with new acquaintances is just as
challenging. But adding new “weak tie” members gives your network vitality and
even more cognitive flexibility—the ability to consider new ideas and options. New
relationships invigorate the network by providing a connection to new networks,
viewpoints, and opportunities.

Tips for strengthening your job network

. Tap into your strong ties. Your strong ties will logically and trustingly lead
to new weak ties that build a stronger network. Use your existing network to
add members and reconnect with people. Start by engaging the people in
your trusted inner circle to help you fill in the gaps in your network.

« Think about where you want to go. Your network should reflect where
you’re going, not just where you’ve been. Adding people to your network
who reflect issues, jobs, industries, and areas of interest is essential. If you
are a new graduate or a career changer, join the professional associations
that represent your desired career path. Attending conferences, reading
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journals, and keeping up with the lingo of your desired field can prepare you
for where you want to go.

« Make the process of connecting a priority. Make connecting a habit—part of
your lifestyle. Connecting is just as important as your exercise routine. It
breathes life into you and gives you confidence. Find out how your network
Is doing in this environment, what steps they are taking, and how you can
help. As you connect, the world will feel smaller and a small world is much
easier to manage.

Job networking tip 7: Take the time to maintain your network

Maintaining your job network is just as important as building it. Accumulating
new contacts can be beneficial, but only if you have the time to nurture the
relationships. Avoid the irrational impulse to meet as many new people as possible.
The key is quality, rather than quantity. Focus on cultivating and maintaining your
existing network. You’re sure to discover an incredible array of information,
knowledge, expertise, and opportunities.

Schedule time with your key contacts. List the people who are crucial to your
network—people you know who can and have been very important to you.
Invariably, there will be some you have lost touch with. Reconnect and then
schedule a regular meeting or phone call. You don't need a reason to get in touch.
It will always make you feel good and provide you with an insight or two.

Prioritize the rest of your contacts. Keep a running list of people you need to
reconnect with. People whose view of the world you value. People you’d like to
get to know better or whose company you enjoy. Prioritize these contacts and then
schedule time into your regular routine so you can make your way down the list.

Take notes on the people in your network. Collecting cards and filing them is a
start. But maintaining your contacts, new and old, requires updates. Add notes
about their families, their jobs, their interests, and their needs. Unless you have a
photographic memory, you won’t remember all of this information unless you
write it down. Put these updates and notes on the back of their business cards or
input them into your contact database.

Find ways to reciprocate. Always remember that successful networking is a two-
way street. Your ultimate goal is to cultivate mutually beneficial relationships.
That means giving as well as receiving. Send a thank-you note, ask them about
their family, email an article you think they might be interested in, and check in
periodically to see how they’re doing. By nurturing the relationship through your
job search and beyond, you’ll establish a strong network of people you can count
on for ideas, advice, feedback, and support.

23. Read the explanations to different types of resumes and say if you are
acquainted with any of these terms.

Resume — A key job-hunting tool used to get an interview, it summarizes
your accomplishments, your education, as well as your work experience, and
should reflect your special mix of skills and strengths:
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chronological resumes — the most common type of job-seeker resume, it’s a
resume organized by your employment history in reverse chronological
order, with company/job titles/accomplishments/dates of employment.
electronic resumes — a resume that is sent to the employer electronically,
either via email, by submitting to Internet job boards, or residing on their on
Web page. Includes numerous formats of resumes linked by their mode of
delivery.

functional resumes — a resume organized by skills and functions; bare-
bones employment history often listed as a separate section.

keyword resumes — an e-resume typically identified by a keyword
summary (and heavy usage of keywords throughout resume) that
emphasizes key nouns and phrases. See keywords above.

scannable resumes — a resume that has been prepared to maximize the job
seeker’s visibility in an electronic resume database or electronic resume
tracking system. Becoming somewhat less important as more and more
companies simply request electronic versions of resumes.

text resumes — also referred to as text-based or ASCII resumes, a resume
that has been prepared to maximize the job seeker’s visibility in an
electronic resume database or electronic resume tracking system.

video resumes — a video resume is a short video of the job-seeker
essentially selling himself or herself to potential employers. Contrary to its
name, a video resume is not your resume on video but actually a short
promo enticing the employer to take a look at your “real” resume.
Web-based resume — a resume that resides on the Web. A Web-based
resume can range from quite ordinary to very elaborate. Fundamental
principles of good resume writing, content, and design apply.

Curriculum Vitae — also called a CV or vita and similar to a resume, but
more formal, and includes a detailed listing of items beyond the typical
resume items, such as publications, presentations, professional activities,
honors, and additional information. Tends to be used by international job-
seekers, and those seeking a faculty, research, clinical, or scientific position.

24. Discussion. Read these quotes about career and express your personal
opinion.

M. Scott Peck: “Our finest moments are most likely to occur when we are
feeling deeply uncomfortable, unhappy, or unfulfilled. For it is only in such
moments, propelled by our discomfort, that we are likely to step out of our ruts and
start searching for different ways or truer answers.”

Katharine Whitehorn: “Find out what you like doing best, and get someone to
pay you for it.”

Mahatma Gandhi: “The future depends on what you do today.”

Stephen Covey: “I am not a product of my circumstances. | am a product of my
decisions.”

Chris Grosser: “Opportunities don't happen, you create them.”
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Gary Player: “The harder | practice, the luckier | get.”

Henry Ford: “Whether you think you can or you think you can’t, you’re right.”

Eleanor Roosevelt: “The future belongs to those who believe in the beauty of
their dreams.”

Aristotle: “There is only one way to avoid criticism: Do nothing, say nothing,
and be nothing.”

Gloria Steinem: “Dreaming, after all, is a form of planning.”

Oliver Wendell Holmes, Jr.: “A mind that is stretched by new experiences can
never go back to its old dimensions.”

Albert Einstein: “A person who never made a mistake never tried anything
new.”

Seth Godin: “If it scares you, it might be a good thing to try.”

Les Brown: “Too many of us are not living our dreams because we are living
our fears.”

Shane Gibson: “If you have time to judge other people, you have way too much
time on your hands. Get off your ass and do something meaningful.”

Harriet Beecher Stow: “Never give up, for that is just the place and time that
the tide will turn.”

Amelia Earhart: “The most difficult thing is the decision to act, the rest is
merely tenacity.”
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PART Il. COMMUNICATION AT WORK

Getting Started

For most people, choosing a carecer isn’t easy, yet it is one of the most
important decisions you will make in your life. Find the right career, and you will be
happy and successful. Find the wrong career, and you may be unhappy and
unsuccessful. It pays, therefore, to explore your choice of occupation from every
angle, collect as much information as you can, actually try different kinds of work
before making up your mind. Above all, evaluate yourself. Be sure you know your
own interests and talents.

Unfortunately, not everyone takes this trouble. Those who don’t, can make
costly mistakes. For example, some people simply follow in the footsteps of a
parent or a relative. One young man | know became a doctor because that was his
fat her's profession. Yet he could not stand the sight of blood. Watching an
operation made him sick to his stomach. One day he had to amputate a leg, and,
after making the first cut, fainted in the operating room. A young woman |
know became an accountant although she hated maths. Her uncles encouraged
her by promising a job in his company. It took her several years, and , several
disasters with the company books, before she realized her mistake.

Procrastinating, postponing a decision, is another error people make. "Manana™
(tomorrow — English) is the Spanish word for it. I'll get started tomorrow, or next
week, or next year. These people refuse to face the problem, hoping it will go
away. But if you don't take the first step now, how can you plan for the future, take
the right courses in school, get in the right programs? Procrastinators just drift,
missing many opportunities.

Well then, how do you find a career? Jascha Heifetz was a concert violinist at
the age of thirteen. Shirley Temple was a movie star at the age of five. Most of
us are not so talented, or so lucky. Everyone has skills, but yours may not be so
obvious; may, in fact, go undetected. Your career search has to look for
everything. Be systematic. Analyze your problem. Determine what information
you have. Then go after the information you need.

First, start with yourself. Make a list of inventory of your interests, your
talents, and abilities. Most people have a lot of these, but at the beginning they are
undeveloped and may not seem outstanding. By concentrating on a few, or on
one, you may surprise yourself, and everyone else, at how good you can get.

The interest inventory that follows covers the major fields in which most people
find careers: science, arts, social service, business, sales.

Then find where your interests lie...

1. Paraphrase or explain the following:

Model: occupation — job, position; smth that you do for a living

1. complexity 2. incomplete 3. to find the right career 4. actually 5. above all 6.
to evaluate oneself 7. costly 8. to encourage 9. to realize 10. school course 11. to
search 12. outstanding 13. inventory 14. major 15. outlook
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2. Translate the following sentences into Ukrainian:

A

1. Unfortunately not many people take the trouble of discovering their own
interests and talents. 2. Don't trouble trouble till trouble troubles you. 3. Teenagers
are a lot of trouble to their parents. 4. The trouble is that some people tend to
underestimate the importance of choosing the right career.

B.

1. She couldn't stand the sight of blood. 2. The glass won't stand this heavy
vase. 3. How can she stand her daughter's whims? 4. Better die standing than live
kneeling. 5. It stands to reason.

C.

1. Indecisive people refuse to face the career problem. 2. The sitting-room
windows face a beautiful lawn. 3. She avoided seeing him face-to-face. 4. Small
kids like to make faces at each other.

D.

1. Negotiations between the two sides were broken off. 2. In 1945 Allied Forces
broke through the German defenses. 3. Fighting broke out between Hindus and
Moslems. 4. Bangladesh broke away from West Pakistan in 1971. 5. Can you
break my one-pound note? 6. I've been breaking my head over it for the last few
days. 7. She was the first to break the news of their engagement. 8. It's the last
straw that breaks the camel's back.

3. Choose the proper word:

a) occupation - job - work - career — position

1. Why is it important to find the right ... ? 2. She tried many ... but finally
chose the ... of an accountant. 3. There are many ... open to our University graduates.
4. Looking for a ... is hard ... . 5. What is your current ... ? 6. Many students have
no practical skill for doing hard ... . 7. He wasn't happy about his ... , he wanted
to be President of the company. 8. The construction of the factory in the town
created a lot of .... 9. We finished the test and the teacher collected our ... . 10. The
... of the bank manager is still open.

b) sight - look - view — glance

1. The mere ... of the cobra made her sick. 2. It was clear by the ... of him that he
was not quite himself. 3. We bought a small house with a ... of the mountains. 4. If
you take a bird's eye ... of the Cathedral, you'll feel the splendour of its domes. 5.
Do you believe in love at first ... ? 6. She gave me a ... . 7. She couldn't stand the ...
of a dead man. 8. He could recognize her in the photo at a ... .

4. Use the following words and word combinations in sentences of your own:

1. to tell tales, to tell the truth, to tell a lie, to tell smth from smth, to tell by, to
tell fortune;
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2. to take the trouble, to take a course, to take bus, to take an interest in, to take to
smth/doing smth, to take up, to take for, to take in, to take for granted, to take a
chance;

3. to look at, to look for, to look upon, to look after, to look through, to look out,
to look forward to, to look like, to look alike, to look well, to look exhausted.

5. Which is the odd word out?
Amazed, struck, surprised, shocked, confused, embarrassed, depressed, puzzled,
astonished

6. Answer the following questions:

1. What are the problems facing many high school leavers associated with? 2.
What is the advantage of new industries? 3. Why is it so important to know your
personal interests? 4. Why does it pay to explore your choice of occupation? 5.
Why can't some people evaluate themselves? 6. What are the most common mistakes
in choosing a career? 7. What are the necessary steps if you want to avoid errors? 8.
What are the author's recommendations to the average people (those who are not
obviously talented)? 9. Do you agree with the author's procedure of making a list of
your interests? 10. Could you add anything else to the list?

7. Complete the following sentences:

1. When you finish school you should have ... of what you want to do in life. 2.
He was offered hundreds of different ... .3. Enjoying work means choosing ... in
the first place. 4. It is necessary to ... yourself if you want ... of your own special
talent. 5. It took her a month to think over the proposal before she ... .6. Children
often ... of their parents or relatives choosing a career. 7. Don't ... of taking this
course as your major. 8. He was exhausted in ... of a job.

8.Translate into English usmg the vocabulary of the Iesson

1. BHIyCKHHKH BY3IB NepeiMaroThCs MaHOyTHBOKO Kap’€por Ta B CBOIX
MOIIYKAX 9acTO XarmarThes 3a Mepury minury pobory. 2. Horo YJIIO6J'IGHI/IM
3aHATTAM y 4acu JO3BULISA OyJio PO3B’A3aHHSI KpocBop/iB. 3. BiH TpuBanuii yac
nepebyBaB 0e3 pO6OTI/I MepIl HDK HOMY 3alpoIlOHYBaIM IMOCATy Kepyruoro
O0ankoMm. 4. S mepeiimatoch, kKoM 0ady JITHIO JIOAWHY, 10 keOpye. 5. Matu
cTosiJIa O1Jig ABEper Ta Maxaja, JOKM MallliHa He me3na 3 Buay. 6. «Mu moBuHHI
3pOOHUTH BCE MOXJIMBE, 00 MOKIACTA Kpail 0e3po0ITTION, - CKa3aB KaHAMIAT Y
CBOET TepeABUOOPHOI MPOMOBI. 7. Pe3ynbTaTi aHKETyBaHHS BUKOPHCTOBYHOTHCS
TCHXOJOTaMU Ta COLIONOraMH Ul PO3BUTKY HOBHX COLIaNbHHX NPOrpam. 8.
IlonrykoBa eKCIeqMIis Ha 3HANILTA 03HAK PO3YMHOTO JKHUTTS Ha Wi€l miaHeTi. 9.
3aBxkaH ICHYIOTb HENOPO3YMIHHS MK poOoToaBLsiMu Ta pobitHuKamH. 10. Bix
MOILIyKaB y KHUIICHAX JAPiOHI rpormi, age HIYOro He 3HaimoB. 11. AOiTypieHTH
NPOTJISAAIN CIMCKH, 1 Ti, XTO 3HAaXOIUB TaMm cebe Oyinn Ha CbOMOMY HeOl Bi
panucti 12. Baxkictb npo6neMH MO’KHA TOSICHUTH BIJICYTHICTIO (D1HAHCYBaHHS.
[le OyB KOIITOBHUII MPOEKT, Ta aJAMIHICTpAllisl HE KBAaWJIACh MPUNUHATH PILLICHHS.
13. Bona HaBiTh He moTypOyBajach Mpo Te, MO0 CIOBICTUTH HAYaJbHUKA TIPO
CBOIO BIACYTHICTb Ha po0OOTi, ToMy ii Oyyo 3BUIbHEHO. 14. Buibuiicts OaThKiB
BOJIIIOTH, III00 y BUOOP1 MalOyTHHOI Kap €pH, MITH IILIH IXHIMU cTomamu. 15. [{ns
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TOTO, 00 3HANTH IIKaBy Ta J0OpE oIiadyBaHy poOOTy, Tpeba BUTPATUTH Oarato
Yacy Ta 3yChJlb, ajie B PEIITI PEIIT IIe TOrO BapTo.

9. Read the text and translate it into your native language. Fill in the gaps
with the missing words.

two-way street ensue managing

Engaged nonverbal signals to bring down
Lapse middle ground assertive expression
infringing on cues spontaneous
communication skills tips take advantage
Detect alternatives learn from

Enhance assertive convey
Clarification continuing to talk cultural background
regain your balance legal action posture

Reinforce engaged listening multitasking

Effective Communication
Improving Communication Skills in Your Work and Personal
Relationships

It sounds o) S|mple say what you mean. But all too often, what we try to
communicate gets lost in translation despite our best intentions. We say one thing,
the other person hears something else, and misunderstandings, frustration, and
conflicts

Fortunately, you can learn how to communicate more clearly and effectively.
Whether you’re trying to improve communication with your spouse, kids, boss, or
coworkers, you can improve the that enable you to effectively connect
with others, build trust and respect, and feel heard and understood.

Communication is about more than just exchanging information. It's about
understanding the emotion and intentions behind the information. Effective
communication is also a . It’s not only how you a message so
that it is received and understood by someone in exactly the way you intended, it’s
also how you listen to gain the full meaning of what’s being said and to make the
other person feel heard and understood.
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More than just the words you use, effective communication combines a set of
skills including nonverbal communication, listening, stress in
the moment, the ability to communicate assertively, and the capacity to recognize
and understand your own emotions and those of the person you’re communicating
with.

Effective communication is the glue that helps you deepen your connections to
others and improve teamwork, decision making, and problem solving. It enables
you to communicate even negative or difficult messages without creating conflict
or destroying trust. While effective communication is a learned skill, it is more
effective when it’s rather than formulaic. A speech that is read, for
example, rarely has the same impact as a speech that’s delivered (or appears to be
delivered) spontaneously. Of course, it takes time and effort to develop these skills
and become an effective communicator. The more effort and practice you put in,
the more instinctive and spontaneous your communication skills will become.

Barriers to effective interpersonal communication

e Stress and out-of-control emotion. When you’re stressed or emotionally
overwhelmed, you’re more likely to misread other people, send confusing or
off-putting nonverbal signals, and into unhealthy knee-jerk patterns
of behavior. Take a moment to calm down before continuing a conversation.

e Lack of focus. You can’t communicate effectively when you’re f
you’re planning what you’re going to say next, daydreaming, checking text
messages, or thinking about something else, you’re almost certain to miss
nonverbal cues in the conversation. You need to stay focused on the
moment-to-moment experience.

¢ Inconsistent body language. Nonverbal communication should what
Is being said, not contradict it. If you say one thing, but your body language
says something else, your listener will likely feel you’re being dishonest. For
example, you can’t say “yes” while shaking your head no.

e Negative body language. If you disagree with or dislike what’s being said,
you may use negative body language to rebuff the other person’s message,
such as crossing your arms, avoiding eye contact, or tapping your feet. You
don’t have to agree, or even like what’s being said, but to communicate
effectively without making the other person defensive, it’s important to
avoid sending negative signals.

Improving communication skills #1: Become an engaged listener

People often focus on what they should say, but effective communication is less
about talking and more about listening. Listening well means not just
understanding the words or the information being communicated, but also
understanding the emotions the speaker is trying to communicate.

There’s a big difference between and simply hearing. When you really
listen—when you’re engaged with what’s being said—you’ll hear the subtle
intonations in someone’s voice that tell you how that person is feeling and the
emotions they’re trying to communicate. When you’re an engaged listener, not
only will you better understand the other person, you’ll also make that person feel
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heard and understood, which can help build a stronger, deeper connection between
you.

By communicating in this way, you’ll also experience a process that lowers
stress and supports physical and emotional well-being. If the person you’re talking
to is calm, for example, listening in an engaged way will help to calm you, too.
Similarly, if the person is agitated, you can help calm them by listening in an
attentive way and making the person feel understood.

If your goal is to fully understand and connect with the other person, listening in
an engaged way will often come naturally. If it doesn’t, try the following tips. The
more you practice them, the more satisfying and rewarding your interactions with
others will become.

e Focus fully on the speaker, his or her body language, tone of voice, and
other nonverbal . Tone of voice conveys emotion, so if you’re
thinking about other things, checking text messages or doodling, you’re
almost certain to miss the nonverbal cues and the emotional content behind
the words being spoken. And if the person talking is similarly distracted,
you’ll be able to quickly pick up on it. If you find it hard to concentrate on
some speakers, try repeating their words over in your head—it’ll reinforce
their message and help you stay focused.

e Favor your right ear. The left side of the brain contains the primary
processing centers for both speech comprehension and emotions. Since the
left side of the brain is connected to the right side of the body, favoring your
right ear can help you better the emotional nuances of what
someone is saying. Try keeping your posture straight, your chin down, and
tilting your right ear towards the speaker—this will make it easier to pick up
on the higher frequencies of human speech that contain the emotional
content of what’s being said.

e Avoid interrupting or trying to redirect the conversation to your concerns, by
saying something like, “If you think that’s bad, let me tell you what
happened to me.” Listening is not the same as waiting for your turn to talk.
You can’t concentrate on what someone’s saying if you’re forming what
you’re going to say next. Often, the speaker can read your facial expressions
and know that your mind’s elsewhere.

e Show your interest in what’s being said. Nod occasionally, smile at the
person, and make sure your is open and inviting. Encourage the
speaker to continue with small verbal comments like “yes” or “uh huh.”

e Try to set aside judgment. In order to communicate effectively with
someone, you don’t have to like them or agree with their ideas, values, or
opinions. However, you do need to set aside your judgment and withhold
blame and criticism in order to fully understand a person. The most difficult
communication, when successfully executed, can lead to the most unlikely
and profound connection with someone.

e Provide feedback. If there seems to be a disconnect, reflect what has been
said by paraphrasing. "What I'm hearing is,” or "Sounds like you are
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saying," are great ways to reflect back. Don’t simply repeat what the speaker
has said verbatim, though—you’ll sound insincere or unintelligent. Instead,
express what the speaker’s words mean to you. Ask questions to clarify
certain points: "What do you mean when you say..." or "Is this what you
mean?"

Hear the emotion behind the words by exercising your middle ear muscles

By increasing the muscle tone of the tiny middle ear muscles (the smallest in
the body), you’ll be able to detect the higher frequencies of human speech that
impart emotion and be better able to understand what others are really saying. As
well as by focusing fully on what someone is saying, you can exercise these tiny
muscles by singing, playing a wind instrument, and listening to certain types of
music (high-frequency Mozart violin concertos and symphonies, for example,
rather than low-frequency rock or rap music).

Improving communication skills #2: Pay attention to nonverbal signals

When we communicate things that we care about, we do so mainly using

Nonverbal communication, or body language, includes facial
expressions, body movement and gestures, eye contact, posture, the tone of your
voice, and even your muscle tension and breathing. The way you look, listen,
move, and react to another person tells them more about how you’re feeling than
words alone ever can.

Developing the ability to understand and use nonverbal communication can
help you connect with others, express what you really mean, navigate challenging
situations, and build better relationships at home and work.

e You can effective communication by using open body language—
arms uncrossed, standing with an open stance or sitting on the edge of your
seat, and maintaining eye contact with the person you’re talking to.

e You can also use body language to emphasize or enhance your verbal
message—patting a friend on the back while complimenting him on his
success, for example, or pounding your fists to underline your message.

e Tips for improving how you read nonverbal communication

e Be aware of individual differences. People from different countries and
cultures tend to use different nonverbal communication gestures, so it’s
important to take age, culture, religion, gender, and emotional state into
account when reading body language signals. An American teen, a grieving
widow, and an Asian businessman, for example, are likely to use nonverbal
signals differently.

e Look at nonverbal communication signals as a group. Don’t read too much
into a single gesture or nonverbal cue. Consider all of the nonverbal signals
you receive, from eye contact to tone of voice to body language. Anyone can
slip up occasionally and let eye contact slip, for example, or briefly cross
their arms without meaning to. Consider the signals as a whole to get a better
“read” on a person.
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Tips for improving how you deliver nonverbal communication

e Use nonverbal signals that match up with your words. Nonverbal
communication should reinforce what is being said, not contradict it. If you
say one thing, but your body language says something else, your listener will
likely feel you’re being dishonest. For example, you can’t say “yes” while
shaking your head no.

e Adjust your nonverbal signals according to the context. The tone of your
voice, for example, should be different when you’re addressing a child than
when you’re addressing a group of adults. Similarly, take into account the
emotional state and of the person you’re interacting with.

e Use body language to convey positive feelings even when you're not
actually experiencing them. If you’re nervous about a situation—a job
interview, important presentation, or first date, for example—you can use
positive body language to signal confidence, even though you’re not feeling
it. Instead of tentatively entering a room with your head down, eyes averted,
and sliding into a chair, try standing tall with your shoulders back, smiling
and maintaining eye contact, and delivering a firm handshake. It will make
you feel more self-confident and help to put the other person at ease.

Improving communication skills #3: Keep stress in check

To communicate effectively, you need to be aware of and in control of your
emotions. And that means learning how to manage stress. When you’re stressed,
you’re more likely to misread other people, send confusing or off-putting
nonverbal signals, and lapse into unhealthy knee-jerk patterns of behavior.

How many times have you felt stressed during a disagreement with your spouse,
kids, boss, friends, or coworkers and then said or done something you later
regretted? If you can quickly relieve stress and return to a calm state, you’ll not
only avoid such regrets, but in many cases you’ll also help to calm the other person
as well. It’s only when you’re in a calm, relaxed state that you'll be able to know
whether the situation requires a response, or whether the other person’s signals
indicate it would be better to remain silent.

Staying calm under pressure

In situations such as a job interview, business presentation, high-pressure
meeting, or introduction to a loved one’s family, for example, it’s important to
manage your emotions, think on your feet, and effectively communicate under
pressure. These can help:

e Use stalling tactics to give yourself time to think. Have a question repeated,

or ask for of a statement before responding.

e Pause to collect your thoughts. Silence isn’t necessarily a bad thing—
pausing can make you seem more in control than rushing your response.

e Make one point and provide an example or supporting piece of information.
If your response is too long or you waffle about a number of points, you risk
losing the listener’s interest. Follow one point with an example and then
gauge the listener’s reaction to tell if you should make a second point.
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Deliver your words clearly. In many cases, how you say something can be as
Important as what you say. Speak clearly, maintain an even tone, and make
eye contact. Keep your body language relaxed and open.

Wrap up with a summary and then stop. Summarize your response and then
stop talking, even if it leaves a silence in the room. You don’t have to fill the
silence by

When things start to get heated in the middle of a conversation, you need
something quick and immediate the emotional intensity. By learning to
quickly reduce stress in the moment, though, you can safely face any strong
emotions you’re experiencing, regulate your feelings, and behave appropriately.
When you know how to maintain a relaxed, energized state of awareness—even
when something upsetting happens—you can remain emotionally available and
engaged.

To deal with stress during communication:

Recognize when you’re becoming stressed. Your body will let you know if
you’re stressed as you communicate. Are your muscles or your stomach
tight and/or sore? Are your hands clenched? Is your breath shallow? Are you
"forgetting" to breathe?

Take a moment to calm down before deciding to continue a conversation or
postpone it.

Bring your senses to the rescue and quickly manage stress by taking a few
deep breaths, clenching and relaxing muscles, or recalling a soothing,
sensory-rich image, for example. The best way to rapidly and reliably relieve
stress is through the senses: sight, sound, touch, taste, and smell. But each
person responds differently to sensory input, so you need to find things that
are soothing to you.

Look for humor in the situation. When used appropriately, humor is a great
way to relieve stress when communicating. When you or those around you
start taking things too seriously, find a way to lighten the mood by sharing a
joke or amusing story.

Be willing to compromise. Sometimes, if you can both bend a little, you’ll
be able to find a happy that reduces the stress levels for everyone
concerned. If you realize that the other person cares much more about
something than you do, compromise may be easier for you and a good
investment in the future of the relationship.

Agree to disagree, if necessary, and take time away from the situation so
everyone can calm down. Take a quick break and move away from the
situation. Go for a stroll outside if possible, or spend a few minutes
meditating. Physical movement or finding a quiet place to can
quickly reduce stress.

Improving communication skills #4: Assert yourself

Direct, makes for clear communication and can help boost self-esteem
and decision-making. Being means expressing your thoughts, feelings,
and needs in an open and honest way, while standing up for yourself and

48


http://www.helpguide.org/articles/stress/stress-relief-in-the-moment.htm

respecting others. It does NOT mean being hostile, aggressive, or demanding.
Effective communication is always about understanding the other person, not about
winning an argument or forcing your opinions on others.

To improve assertiveness:

Value yourself and your opinions. They are as important as anyone else’s.
Know your needs and wants. Learn to express them without the
rights of others.

Express negative thoughts in a positive way. It’s OK to be angry, but you
must be respectful as well.

Receive feedback positively. Accept compliments graciously, your
mistakes, ask for help when needed.

Learn to say “no.” Know your limits and don’t let others of you.
Look for so everyone feels good about the outcome.

Developing assertive communication techniques

Empathetic assertion conveys sensitivity to the other person. First, recognize
the other person's situation or feelings, then state your needs or opinion. "I
know you've been very busy at work, but I want you to make time for us as
well."

Escalating assertion can be used when your first attempts are not successful.
You become increasingly firm as time progresses, which may include
outlining consequences if your needs are not met. For example, "If you don't
abide by the contract, I'll be forced to pursue "

Practice assertiveness in lower risk situations to start with to help build up
your confidence. Or ask friends or family if you can practice assertiveness
techniques on them first.

10. Answer the questions to the text.

abhwhE

o

What is effective communication?

Expand on the importance of effective communication.

Dwell on the barriers to effective communication.

How do you become an engaged listener?

Speak about the importance of nonverbal signals and ability to read and
deliver them.

Give advice on how to manage stress and stay calm under pressure.

Dwell on the role of assertiveness and ways of developing assertive
communication skills.

11. Read the text and translate it into your native language. Four
paragraphs A-D have been removed from the text. Put them in the correct
places.
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Conflict Resolution Skills
Building the Skills That Can Turn Conflicts into Opportunities

Conlflict is a normal part of any healthy relationship. After all, two people can’t
be expected to agree on everything, all the time. Learning how to deal with
conflict—rather than avoiding it—is crucial.

Conflict arises from differences, both large and small. It occurs whenever
people disagree over their values, motivations, perceptions, ideas, or desires.
Sometimes these differences appear trivial, but when a conflict triggers strong
feelings, a deep personal need is often at the core of the problem. These needs can
be a need to feel safe and secure, a need to feel respected and valued, or a need for
greater closeness and intimacy.

Everyone needs to feel understood, nurtured, and supported, but the ways in
which these needs are met vary widely. Differing needs for feeling comfortable
and safe create some of the most severe challenges in our personal and professional
relationships.

The needs of both parties play important roles in the long-term success of most
relationships, and each deserves respect and consideration. In personal
relationships, a lack of understanding about differing needs can result in distance,
arguments, and break-ups. In workplace conflicts, differing needs are often at the
heart of bitter disputes, sometimes resulting in broken deals, fewer profits and lost
jobs. When you can recognize the legitimacy of conflicting needs and become
willing to examine them in an environment of compassionate understanding, it
opens pathways to creative problem solving, team building, and improved
relationships.

e A conflict is more than just a disagreement. It is a situation in which one

or both parties perceive a threat (whether or not the threat is real).

e Conflicts continue to fester when ignored. Because conflicts involve
perceived threats to our well-being and survival, they stay with us until we
face and resolve them.

e We respond to conflicts based on our perceptions of the situation, not
necessarily to an objective review of the facts. Our perceptions are
influenced by our life experiences, culture, values, and beliefs.

e Conflicts trigger strong emotions. If you aren’t comfortable with your
emotions or able to manage them in times of stress, you won’t be able to
resolve conflict successfully.

e Conflicts are an opportunity for growth. When you’re able to resolve
conflict in a relationship, it builds trust. You can feel secure knowing your
relationship can survive challenges and disagreements.

Do you fear conflict or avoid it at all costs? If your perception of conflict comes
from frightening or painful memories from previous unhealthy relationships or
early childhood, you may expect all present-day disagreements to end badly. You
may view conflict in relationships as demoralizing, humiliating, dangerous, and
something to fear.

Healthy and unhealthy ways of managing and resolving conflict
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Healthy and unhealthy ways of managing and resolving conflict

Unhealthy responses to conflict: Healthy responses to conflict

An inability to recognize and The capacity to recognize and respond
respond to the things that matter to the to the things that matter to the other person
other person

Explosive, angry, hurtful, and Calm, non-defensive, and respectful
resentful reactions reactions

The withdrawal of love, resulting in A readiness to forgive and forget, and
rejection, isolation, shaming, and fear to move past the conflict without holding

of abandonment resentments or anger

An inability to compromise or see The ability to seek compromise and
the other person’s side avoid punishing

The fear and avoidance of conflict; A Dbelief that facing conflict head on is
the expectation of bad outcomes the best thing for both sides

Conflict triggers strong emotions and can lead to hurt feelings, disappointment,
and discomfort. When handled in an unhealthy manner, it can cause irreparable
rifts, resentments, and break-ups. But when conflict is resolved in a healthy way, it
increases our understanding of one another, builds trust, and strengthens our
relationship bonds.

If you are out of touch with your feelings or so stressed that you can only pay
attention to a limited number of emotions, you won’t be able to understand your
own needs. And, if you don’t understand your own needs, you will have a hard
time communicating with others and staying in touch with what's really troubling
you. For example, couples often argue about petty differences—the way she hangs
the towels, the way he slurps his soup—rather than what is really bothering them.

The ability to successfully resolve conflict depends on your ability to:

e Manage stress quickly while remaining alert and calm. By staying calm,
you can accurately read and interpret verbal and nonverbal communication.

e Control your emotions and behavior. When you’re in control of your
emotions, you can communicate your needs without threatening, frightening,
or punishing others.

e Pay attention to the feelings being expressed as well as the spoken words
of others.

e Be aware of and respectful of differences.

By avoiding disrespectful words and actions, you can almost always resolve a
problem faster. Being able to manage and relieve stress in the moment is the key
to staying balanced, focused, and in control, no matter what challenges you face. If
you don’t know how to stay centered and in control of yourself, you will become
overwhelmed in conflict situations and unable to respond in healthy ways.

Psychologist Connie Lillas uses a driving analogy to describe the three most
common ways people respond when they’re overwhelmed by stress:

e Foot on the gas. An angry or agitated stress response. You’re heated, keyed

up, overly emotional, and unable to sit still.
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e Foot on the brake. A withdrawn or depressed stress response. You shut

down, space out, and show very little energy or emotion.

e Foot on both gas and brake.

A tense and frozen stress response. You “freeze” under pressure and can’t do
anything. You look paralyzed, but under the surface you’re extremely agitated.

Stress interferes with the ability to resolve conflict by limiting your ability to:
Accurately read another person's nonverbal communication
Hear what someone is really saying
Be aware of your own feelings
Be in touch with your deep-rooted needs
Communicate your needs clearly

You may be so used to being stressed that you're not even aware you are
stressed. Stress may be a problem in your life if you identify with the following:

e You often feel tense or tight somewhere in your body

e You're not aware of movement in your chest or stomach when you breathe

e Conflict absorbs your time and attention

The best way to rapidly and reliably relieve stress (if you don't have someone
close at hand to talk to) is through the senses: sight, sound, touch, taste, and smell.
But each person responds differently to sensory input, so you need to find things
that are soothing to you.

Although knowing your own feelings may sound simple, many people ignore or
try to sedate strong emotions like anger, sadness, and fear. Your ability to handle
conflict, however, depends on being connected to these feelings. If you’re afraid of
strong emotions or if you insist on finding solutions that are strictly rational, your
ability to face and resolve differences will be impaired.

Emotional awareness—the consciousness of your moment-to-moment emotional
experience—and the ability to manage all of your feelings appropriately is the
basis of a communication process that can resolve conflict.

Emotional awareness helps you:

Understand what is really troubling other people
Understand yourself, including what is really troubling you
Stay motivated until the conflict is resolved

e Communicate clearly and effectively

Attract and influence others

The following quiz helps you assess your level of emotional awareness. Answer
the following questions with: almost never, occasionally, often, very frequently, or
almost always. There are no right or wrong responses, only the opportunity to
become better acquainted with your emotional responses.

What kind of relationship do I have with my emotions?

e Do you experience feelings that flow, encountering one emotion after

another as your experiences change from moment to moment?

e Are your emotions accompanied by physical sensations that you experience

in places like your stomach or chest?
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e Do you experience discrete feelings and emotions, such as anger, sadness,
fear, joy, each of which is evident in subtle facial expressions?

e Can you experience intense feelings that are strong enough to capture both
your attention and that of others?

e Do you pay attention to your emotions? Do they factor into your decision-
making?

The most important information exchanged during conflicts and arguments is
often communicated nonverbally. Nonverbal communication is conveyed by
emotionally driven facial expressions, posture, gesture, pace, tone and intensity of
voice.

When you’re in the middle of a conflict, paying close attention to the other
person’s nonverbal signals may help you figure out what the other person is really
saying. This will allow you to respond in a way that builds trust, and gets to the
root of the problem. A calm tone of voice, a reassuring touch, or an interested or
concerned facial expression can go a long way toward relaxing a tense exchange.

Your ability to accurately read another person depends on your own emotional
awareness. The more aware you are of your own emotions, the easier it will be for
you to pick up on the wordless clues that reveal what others are feeling.

Once stress and emotion are brought into balance your capacity for joy, pleasure
and playfulness is unleashed. Joy is a deceptively powerful resource. Studies show
that you can surmount adversity, as long as you continue to have moments of joy.
Humor plays a similar role when facing conflict.

Managing and resolving conflict requires the ability to quickly reduce stress and
bring your emotions into balance. You can ensure that the process is as positive as
possible by sticking to the following guidelines:

e Listen for what is felt as well as said. When we listen we connect more
deeply to our own needs and emotions, and to those of other people.
Listening also strengthens us, informs us, and makes it easier for others to
hear us when it's our turn to speak.

e Make conflict resolution the priority rather than winning or "being
right.” Maintaining and strengthening the relationship, rather than
“winning” the argument, should always be your first priority. Be respectful
of the other person and his or her viewpoint.

e Focus on the present. If you’re holding on to grudges based on past
resentments, your ability to see the reality of the current situation will be
Impaired. Rather than looking to the past and assigning blame, focus on
what you can do in the here-and-now to solve the problem.

e Pick your battles. Conflicts can be draining, so it’s important to consider
whether the issue is really worthy of your time and energy. Maybe you don't
want to surrender a parking space if you’ve been circling for 15 minutes, but
if there are dozens of empty spots, arguing over a single space isn’t worth it.

e Be willing to forgive. Resolving conflict is impossible if you’re unwilling or
unable to forgive. Resolution lies in releasing the urge to punish, which can
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never compensate for our losses and only adds to our injury by further
depleting and draining our lives.

e Know when to let something go. If you can’t come to an agreement, agree
to disagree. It takes two people to keep an argument going. If a conflict is
going nowhere, you can choose to disengage and move on.

A. If your early life experiences also left you feeling out of control and
powerless, conflict may even be traumatizing for you. If you view conflict as
dangerous, it tends to become a self-fulfilling prophecy. When you go into a
conflict situation already feeling extremely threatened, it’s tough to deal with the
problem at hand in a healthy way. Instead, you are more likely to shut down or
blow up in anger.

B. To successfully resolve a conflict, you will need to learn and practice two
core skills: the ability to quickly reduce stress in the moment and the ability to
remain comfortable enough with your emotions to react in constructive ways even
in the midst of an argument or a perceived attack.

C. When conflict is mismanaged, it can cause great harm to a relationship, but
when handled in a respectful, positive way, conflict provides an opportunity to
strengthen the bond between two people. By learning these skills for conflict
resolution, you can keep your personal and professional relationships strong and
growing.

D. Think about the conflicting need for safety and continuity versus the need to
explore and take risks. You frequently see this conflict between toddlers and their
parents. The child’s need is to explore, so the street or the cliff meets a need. But
the parents’ need is to protect the child’s safety, so limiting exploration becomes a
bone of contention between them.

E. Emotional awareness is the key to understanding yourself and others. If you
don’t know how you feel or why you feel that way, you won’t be able to
communicate effectively or resolve disagreements.

F. You can avoid many confrontations and resolve arguments and
disagreements by communicating in a humorous way. Humor can help you say
things that might otherwise be difficult to express without offending someone.
However, it’s important that you laugh with the other person, not at them. When
humor and play are used to reduce tension and anger, reframe problems, and put
the situation into.

G. When people are upset, the words they use rarely convey the issues and
needs at the heart of the problem. When we listen for what is felt—as well as what
Is said—we connect more deeply to our own needs and emotions, and to those of
other people. Listening in this way also strengthens us, informs us, and makes it
easier for others to hear us perspective, the conflict can actually become an
opportunity for greater connection and intimacy.

12. Mark the sentences T (True) or F (False). Correct the false statements.
1. It’s crucial to learn how to avoid conflict.

2. Conflict arises whenever people disagree over their values, motivations, etc.
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3. You should ask yourself why you enjoy your hobbies.
4. Your hobby will always be your perfect job.

13. Match the words and their definitions.

31.

Action Verbs

The continuous process of evaluating your current
lifestyle, likes/dislikes, passions, skills, personality,
dream job, and current job and career path and
making corrections and improvements to better
prepare for future steps in your career, as needed, or
to make a career change.

32,

Benefits

Some employers will request that you submit it. It
tells them the level and frequency of your
promotions. It should be separate page from your
resume or cover letter. Be sure to include the full
compensation you received in each job, not just
salary information. By providing it, you sometimes
place yourself in a precarious position of either
pricing yourself out of the position or appearing to be
at a lower level than the company seeks.

33.

Birkman Method

Typically a low-end, low-paying job that a
displaced job-seeker takes on a temporary basis
(often as a last resort) to cover basic living costs, in
order to survive and avoid bankruptcy — or worse.

34,

Business Plan

A set of career goals that a job-seeker sets for the
long-term, typically five years or more. The purpose
of it is to give you a clear direction for the future; it
Is a vision that has been committed to paper to guide
you in making future choices.

35.

Career Activist

The combination of salary and fringe benefits an
employer provides to an employee. When evaluating
competing job offers, a job-seeker should consider
the total package and not just salary.

36.

Career Planning

A period in your twenties marked by high anxiety
about your career — and finding a “true” career,
multiple job and/or career changes, fears and self-
doubt about achieving career and personal goals,
depression, and feeling lost or adrift

37.

Career Vision Statement

A period in your twenties marked by high anxiety
about your career — and finding a “true” career,
multiple job and/or career changes, fears and self-
doubt about achieving career and personal goals,
depression, and feeling lost or adrift. Experts say that
the crisis hits folks in their twenties, because after
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years of learning the system of how to succeed in
school, college grads are thrown into the world of
work with no real understanding of how to succeed
in it.

38. Compensation Package

A situation where instead of working a traditional
full-time job, job-seekers work multiple part-time
jobs (including part-time employment, temporary
jobs, freelancing, and self-employment) with
different employers that when combined are the
equivalent of a full-time position.

39. Contract Employee

When you decide it’s time to quit your job (also
referred to as giving notice), it’s always better to
submit your official resignation — with your
industry’s customary amount of notice.

40. Corporate Culture

A group of people who will say good things about
you and who know specifics strengths that you offer.
Can include work references (current and past
supervisors), educational references (former teachers
or school administrators), and personal references
(who can speak of your character). Always ask
people before including them as a reference for you.

41. Counter Offer/Counter
Proposal

Skills you have acquired during any activity in
your life — jobs, classes, projects, parenting,
hobbies, sports, virtually anything — that are
transferable and applicable to what you want to do in
your next job.

42. Elevator Speech

Companies that place workers in jobs on a
contract or temporary basis. Some provide training.

43. Entrepreneur

A person who is not working full-time at a level
that matches his or her education, experience, and
other qualifications. Someone who is working part-
time, but seeks full-time employment; or, someone
who is working in a lower-level position that requires
less experience or skills (thus making the person
overqualified for the position).

44. Freelancer/Consultant/
Independent Contractor

Helps job-seekers identify their core values and
beliefs. Writing a personal mission statement offers
the opportunity to establish what’s important and
perhaps make a decision to stick to it before we even
start a career.

45. Franchising

What you don’t say in a job interview may be just
as important as the content of what you do say. They
are about how you present yourself — what you say
to the interviewer through activities such as
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handshake, eye contact, facial expressions (including
smiling), body posture, and hand gestures.

46.

Green Jobs/Green-

Collar Jobs

Someone who is proactive in planning, evaluating,
directing, and controlling his or her career rather than
simply reacting as situations arise. (Some call this
approach career mapping.) He/she has an enduring
interest in understanding and achieving his or her full
career potential, while  maximizing  career
marketability.

47. Home-Based (Work-at-

Home) Careers

A complete overview for a busines, from
development of a vision and mission of the business
to the setting of business goals to the reasons why
organization (or person) is in business to the detailed
plan for reaching those goals. It may also contain
background information about the organization and
management team attempting to start and run the
business. Detailed analysis and information about the
product or service, marketing and Dbranding
strategies, and key competiton should all be included.

48.

Job-Hunting Online

A term to describe how content an individual is
with his or her job. It includes many factors,
including the work itself, value to the organization,
Impact on organization, compensation, and more.
When workers are very unhappy with their jobs, they
suffer both mentally and physically.

49.

Job Satisfaction

A job-hunting tool a job-seeker develops to give
employers a complete picture of who you are,
including samples of your work — your experience,
your education, your accomplishments, your skill
sets — and what you have the potential to become —
much more than just a cover letter and resume can
provide.

50.

Job Satisfaction

Numerous opportunities exist for job-seekers who
want more control over time and work, who want job
flexibility to spend more time with family — by
working from home. Unfortunately, this area is also
one that has the most potential for scams and other
fraudulent activities.

ol.

Job Satisfaction

States that five key phases comprise any good job
search, and if you ignore any one of them or conduct
one poorly, the likelihood of a successful job search
decreases dramatically — just as if you pulled a
domino out of a row of dominos.

52,

Job Skills Portfolio

A program offered by many job boards that allows
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job-seekers to passively search for jobs by selecting
criteria for new job postings. At some time interval,
the program emails the job-seeker a list of new job
postings that fit the criteria, allowing the job-seeker
to decide whether to take any action.

53. Mentor

Not a magic elixir that will guarantee that you
find a job, but still a door to opportunities and
techniques not available before the advent of the Net.
Most job-seekers should spend no more than about
20 percent of their time and effort looking for a job
online, though job-seekers in the
technology/computer industry might be wise to spend
up to 50 percent of their time looking for a job
online.

54. Moonlighting

An important part of your compensation package,
and part of the salary negotiation process. Note that
every employer offers a different mix of benefits.
These benefits may include paid vacations, company
holidays, personal days, sick leave, life insurance,
medical insurance, retirement and pension plans,
tuition assistance, child care, stock options, and
more. Can be worth anywhere from 20 to 40 percent
of your salary.

55. Myers-Briggs

298-question personality assessment and a series of
related report sets that facilitate team building,
executive coaching leadership development, career
counseling and interpersonal conflict resolution. The
Birkman  Method™  combines  motivational,
behavioral and interest evaluation into one single
assessment, which provides a multi-dimensional and
comprehensive analysis, thus reducing the need for
multiple assessments.

56. Non-Verbal
Communications (Nonverbals)

A person at a higher level within a company or
within your profession who counsels you and helps
guide your career. Some organizations have formal
mentoring systems, while most informal mentoring
relationships develop over time.

57. Personal Mission
Statement

Someone who starts and runs his or her own
business — who organizes, operates, and assumes
both the rewards and the risks from running the
enterprise. It takes specific traits to operate a
business, including accounting and financial skills,
sales and marketing skills, time management and
organizational skills, planning and implementation
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skills.

58.

Portfolio Career

The building blocks of effective cover letters and
resumes. These concrete, descriptive verbs express
your skills, assets, experience, and accomplishments.
Avoid nondescriptive verbs such as “do,” “work,”
and forms of the verb “to be.” Instead, begin each
descriptive section with an action verb.

59.

Quarterlife Crisis

The collection of beliefs, expectations, and values
shared by an organization’s members and transmitted
from one generation of employees to another. It sets
norms (rules of conduct) that define acceptable
behavior of employees of the organization. It’s
important for job-seekers to understand the culture of
an organization before accepting a job.

60.

Recareering

A legal and commercial relationship between the
owner of a trademark, service mark, brand name, or
advertising symbol and an individual or organization
(the franchisee) wishing to use that identification in a
business.

61.

References

The experience of working multiple jobs (also
referred to as dual or multiple jobholding). People
working multiple jobs come from just about every
demographic group.

62.

Resigning/Resignations

A a 15- to 30-second commercial that job-seekers
use in a variety of situations (career fairs, networking
events, job interviews, cold calling) that succinctly
tells the person you are giving it to who you are,
what makes you unique, and the benefits you can
provide.

63.

Salary History

— Based on typological theories originated by
Carl Jung, the Myers-Briggs Type Indicator (MBTI)
assessment is a psychometric questionnaire designed
to measure psychological preferences in how people
perceive the world and make decisions.

64.

Survival Job

Jobs — moving from both white-collar
(professional) and blue-collar (trade) — to positions
in renewable-energy and energy-efficiency industries
are on the rise.

65. Temporary (Temp)
Agency/Staffing Firms

A salary negotiation technique used by job-
seekers when a job offer is not at an acceptable level.
Almost all elements of a job offer are negotiable,
including the salary, non-salary compensation,
moving expenses, benefits, and job-specific issues.

66. Transferable Skills

Where you work for yourself and bid for
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temporary jobs and projects with one or more
employers. It is not an alternative to hard work, but
many people enjoy the freedom, flexibility, and
satisfaction of working for themselves.

67. Underemployed Where you work for one organization (and its
salary and benefit structure) that sells your services
to another company on a project or time basis.

14. Render the text into English.
TpyaHoui, BUMOr" T2 00MesKeHHs1 Y po0OTi KepiBHUKIB

He xoxHOMY KEepiBHUKOBI Bi/ipa3y BIAEThCS afalTyBaTHCS 10 YMOB KUTTS B
oprasizaiiii, 3aBOIOBaTH MOBAry 1 JOBIpy MijjieruX. baraTboM 13 HUX JOBOJUTHCS
BI/IYYBaTH K BJIACHY HEMIATOTOBJIEHICTh 10 BUKOHAHHSA HOBHX OOOB'A3KIB, TaK 1
SABHUUN abo IPUXOBAHUN CIIPOTUB OY0JIFOBAHOTO KOJICKTUBY.
Tpyanomii B poOori kepiBHuMkiB. Ha miacraBi mnpoegenux y CIIA
CHeIialIbHUX OMHUTYBaHb BHOKPEMJIEHO TaKi OCHOBHI MPUYMHM iX BHUHUKHCHHS:
1. Obmanymi ouikysanHs. YIPaBIIHCbKUNA JOCBIJ MEPEKOHYE, IO OUIBIIICTH
KEpIBHUKIB-TIOYATKIBI[IB 32 CBOIM XapaKTEpPOM € THUIIOBUMH ‘‘CIIpUHTEpaMu’,
3JaTHUMHU BUKJIAJATHCS HA KOPOTKIN AMCTAHIII1, BIApa3y OYIKYIOUH BUHATOPOIU. A
peallbHa TIpakTHKa TOTpeOye TOTOBHOCTI A0 pPOOOTH Ha JIOBrid JAUCTaHIII],
TPUBAJIOTO ¥ HEYXWJIBHOTO HAOMMKEHHS OO0 pe3yjibTaTy depe3 IOJ0JIaHHs
PI3HOMAHITHUX TEPEIIKOJI, 3aTpadyaody Ha 1€ 3HAYHO OUIbIIE 1HTEIEKTYyaJbHUX,
EMOIIMHUX CHJI, HIK OTpUMYIOYHM Bijjaadi. J[o Toro »k, mij 4ac IIJOBUX 1rop y
HaBYaJbHUX 3aKjIaJlax MaOyTHI (haxiBIll 4acTO rParOTh POJIi KEPIBHUKIB BUCOKOTO
panry. Came TOMY, BIAIITYBaBIIMCh Ha poOOTy, BUOpAIIHIN “TeHepaTbHUN
JTUPEKTOp” 4YM “KEpIBHUK BEJIETEHCHKOI Kopropaiii’ OyBae po3uapoBaHUM, KOJIU
oMy MpPOIMOHYIOTH MOCAAy KEpIBHMKA HIDKUOTO PAHTy Ta IE W CTaBISATHCS 0
HBOTO fK JI0 HOBauka. Bax1uBow 0OCTAaBUHOIO € 1 T€, J€ BIH MOYMHAE Kap'epy. Y
BEJIMKIM opraHizaiii JOMIHYE TSXKIHHS O ‘‘CTaHaapTH3auli’ CHiBpOOITHHKIB. Y
HEBEJIMKUX OpraHizamisix MoyioAoMy (axiBII0 Maibke BiApasy JI0pydaroTh
CaMOCTIIHI CIIpaBy 1 TPUIHATTS BIANOBIAAIBHUX PIIIEHB, IO CHpPUSE 30araueHHIO
Horo  ympaBIiHCBKOTO  JOCBiay. Pe3ynbTaTu  AOCHIKEHb  3aCBIAUYIOTH:
npormnpaitoBaBiim 5— 10 pokiB 1 JOCSITHYBIIM 3a 1€ Yac CEPeNHIX CTYICHIB
lepapxigHoi rpaparii, ¢axiBii TOXOJATh BHUCHOBKY, IO po0OTa y BEITUKHUX
opraHizamisix OUJIbII BIAMOBiMaTbHA 1 TBOpYa, HIXK Yy JpiOHMX ¢dipMax.
2. Hexomnemenmuuii nepwuti wec. llepmmii KepiBHHK Biirpae B JIOJ1
MOJIOZIOTO (paxiBIl HAA3BUYAWHO BAXKIWBY pOJIb, apKE CTUIL HOro poOOTH
3MaTHUH K nedopMyBaTH Oyb-sIKi MPABWIbHI YCTAaHOBKH, TaK 1 CIPSAMYBATH iX y
npaBuwibHe pycio. OcoO0iauMBO 3ryOHMMHM € HecTaya YyBard, HaJMIpPHO
“no0JaXJIMBUI” PEXHUM, BIICYTHICTH MOXJIMBOCTI BUSBUTH ce0e€, BII3HAYUTUCS
YCIIIITHAM PO3B'sI3aHHAM CKJIaJTHOTO 3aBJlaHHSI.
3. CoyianvHo-ncuxonoeiuna 2nyxoma. barato monoaux (axisiiB, MPUXOJAYN Ha
BUPOOHMIITBO, HE BPAxXOBYIOTh HAMMepInoi 3amoBiJil COIOJOTIB 1 COLIAJIBHUX
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NICUXOJIOTIB MPO T€, IO B3a€EMUHU B Oprasizamii (opMyIOThCS Ha JIIOJICHKHX
CTOCYHKax. be3 3HaHHS 3aKOHIB 1 3aKOHOMIPHOCTEW CHIJIKYBaHHsS, B3a€MOJIi
JOJed 'y Tpymni HEMOXJIMBO 3a0e3MeYUTH BUKOHAHHS HakKas3iB KEpiBHUIITBA,
3MYCUTH HEYXWJIbHO BUKOHYBAaTH AOpYydYeHHs. llepexoHaH! y Ba)KJIMBOCTI JIMIE
HAayKOBUX PEKOMEHJAIlld 3 MUTaHb OpraHizailii ymnpaBiIiHHSA, MOJOJI KEPIBHUKHU
ITHOPYIOTh peanb}n COLIIAJIbHO-TICUXOJIOTIYH1 BIAHOCUHU B TPYIIl, YUM IIKOJATH 1
BJIACHIN Kap'epi, 1 HOpMaJIbHOMY  (YHKIIOHYBaHHIO  Oprasizaiii.

VYHacniI0K 3HeBaru 0 COL1adbHO-TICUXOJIOTTYHUX OCOOIMBOCTEH YIPaBIiHCHKOT
TISUTBHOCTI  MOJIOAI  KEPIBHUKA YacTO KOH(IIKTYIOTH 13 MIUICTIMMU  Ta
opraHisauieIO 3arajoM. [HOAI MUHA€ KiTbKa POKIB, MEPII HI’)K BOHU yCBiI[OMJ'IfITB
IO YCHINIHO MPAaIOBaTH B KOJEKTHMBI MOKHA JIMIIE HA OCHOBI MO€THAHHS
JTIOACHKUX i JTTOBUX BiJTHOCHH.

4. Ilacusnicmo. TBEpIKEHHS MPO EHEPTiHHICTh Ta AKTUBHICTh YCIX MOJOIUX
KEpIBHHUKIB HE 3aBX/JU € OOIPYHTOBAHUM, OCKIJIbKH HEPIAKO MPUUYMHOIO iX HEBAAY
CTa€ HaJMipHa TACUBHICTb. BOHa 30BCIM HE TOTOXHA JiHI, a MPOTUJIEKHA
1HIIIaTUBI 51 TBOPYOMY M1IXOTY.

5. lenopysanns peanvuux kpumepiie oyintoganns. Ilonpu HaMaranHs MiABUIIUTH
00'€KTHBHICTh OIIIHIOBaHHS KEpIBHMKAa 1 HOro poOOTH, JAOTENep TOJOBHUM
KpUTEPIEM 1 3alOPYKOIO CIIY>)KOOBOTO MPOCYBAHHS € T€, HACKUIBKH KEPIBHHUK
MOM00AEThCS CBOEMY HAYaIbHUKY. 3HAYHO IPOCTIiNIE, SKIIO Pe3yJbTaTh
JUSTBHOCTI BHUPAKE€HI KOHKPETHMMH TOKa3HUKaMU — BHUIIYCKOM MPOJAYKIIii,
peHTA0EeNbHICTIO, OOCArOM peaji3aiii, poCTOM HPOAYKTUBHOCTI Mpali TOLIO.
OpHak 4yacTo MOXJIMBE JIMIIE Cy0'€KTUBHE OLIIHIOBAHHS BUIIOTO KepiBHUUTBA. [Ipn
IIbOMY BHPIMIAJTLHUMHA MOXXYTh OYTH METOIM KEpIBHHIITBA, MaHEpa BISTATHCH,
BOJIOJIHHA TPO(ECciiiHOI0 TEPMIHOJIOTIEI, HaBITh 3ayicka. KepiBHUKM BHILOTO
piBHS HaWyacTIille OLIHIOITh CBOIX MOJIOAMX MIUIETINX, KEPYIOUHCh THM,
HACKINBKK Ti CXOXi HAa HHX Y MOJOZOCTI. MmeTbcs, Hacammepesn, IpO METOIH
KEpIBHUIITBA, a BXE IMOTIM — Mpo MaHepu. KepiBHUKMU CTapIIoro MOKOIIHHS,
BUXOBAaHI B aBTOPUTAPHOMY CTHUJI1, BBAKAIOTh HOT0 eheKTUBHIIIUM. ToMy MOJIOIb,
OUIBIII CXWUJbHA JOTPUMYBATH KOJIETIaJIbHOCTI B YIMPaBIiHHI, PaHO YU IMI3HO
3IITOBXHETHCS 3 MPUXOBAHOIO YU SIBHOIO HEJOBIPOIO 1 HEBIOBOJICHHSIM BHUIIOTO
KEpIBHUIITBA, IO  HEPIAKO  YCKJIQJAHIOE  MPOCYBaHHS MO  CIYXOl.

6. Kougnikm noxoninob. Maiike BCIM YINPaBIIHCHKUM KYJIbTypaM BJIAaCTHBA
HaIpYy>XEHICTh Y CTOCYHKaX M1’K MOJIOJMMHU 1 IOCBITYCHUMHU KEPIBHUKAMU: MOJIOI1
JpaTyiOTh CTApIIUX YIMEBHEHICTIO B TOMY, IO 1HXEHEPHO-TEXHOJIOTYHUX 3HAHb
JOCUTh JUIsl YCHIIIHOTO PO3B'S3aHHS OyIb-sIKMUX JIJIOBUX MpOOJieM; KepiBHUKU
CTapIIOro MOKOJIHHS YacTO CBIJJOMO YM HECBIJOMO MOOOIOIOTHCS CBOiX MOJIOIUX
KOJIET HE Yepe3 pPHU3UK BTPATUTH KEpIiBHE Kpiclo, a 3 MPUPOAHOTO OCTpaxy
3acTapiTH, BiACTaTH, TepecTath OyTH MOTPIOHMM 1 He3aMiHHMM. OTXe, SKIIO
Moyiofuit  ¢axiBelb HE Xxoue, MO0 KEpPIBHUKKA CTapIIOro TMOKOJIHHS Oyiu
MEPEIIKOI0I0 B MOTO MOCaJOBOMY POCTi, BIH HE TIOBUHEH MPUXOBYBATH TOTO, IO
nepeimae IXHIN JIOCBI/I.

Bumoru 10 po6orn kepiBHukiB. EQexTuBHICTH pOOOTH KEPIBHUKIB 3aJICKUTh
BiJI PI3HOMAHITHUX YMHHHUKIB, 30KpeMa W BiJl JOTPUMAaHHS HUMHU IIEBHHX BHMOT.
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[lepenycim me “BUMOTH OO0 pe3ynbTaTiB mpami’, “BUMOTH A0 TOBEIIHKH 1
BIAHOCHH TOL[O. BIUTMBaOT, Ha SKICHI M KUIBKICHI ITIOKa3HUKM OISUIBHOCTI
KepIBHUKIB 1 TIeBHI OOMEXKEHHS Ta ajbTepHATUBH (PECYpCHi, TPABOBI,
TEXHOJIOT14YH1), YTOAH 3 Mpo(dCHiIKor0, po3TanryBaHHs poOOYOro MICIs KepiBHUKA
Ta #oro oprasizailii Yu migpo3aiTy, MOJITHKA i KyJIbTypa opraHi3allii, TOTOBHICTb
THIIHX CXBaJIUTH Te, 110 HaMaraeThCs 3poOuTH KEpiBHUK.

B ocMucnenHi cyTi BUMOT JI0 KEpIBHUKA BAKIUBUM € 3'CYBaHHS iX JpKepen. Y
TICUXOJIOT1] YIIPaBIiHHA ICHYIOTh Pi3HI TIyMaueHHs Ta kinacudikaiiii BUMOT. 3r1HO
3 oxHiero 3 HUX (aBTop — Posmapi CrroapT) BHOKPEMITIOIOTH TaKi BHUMOTH:
— sumoeu Hauanvhuka. llepenbayatoTe BUKOHAHHS POOOTH, BaXKIMBOI 3 MOTJISIY
HaYaIbHUKA. MeThes mpo “3aKOHHI” OYiKyBaHHS HAYaNbHUKA, SKi KEPiBHHK HE

Mae npasa ITHOpYBaTH;
— sumoeu kozee. CTOCYIOTbCSI BOHM 3aIIUTIB HA HaJaHHA MOCIYT, 1H(opmarii abo
JOTIOMOTH, IO  KEpIBHUK  OTPUMYye€  BIJ  KOJer B  Oprasi3auii;

— 306HiWHI 6umMoeu. BOHU OXOIUTIOIOTH 3allUTU HA HAJIaHHS MOCHyT, iH(opmari
YU JOTIOMOTH, SIKI KEpPIBHHK OTPUMY€E BIJ JIFOACH 13 30BHIIIHBOTO OTOYEHHS
oprasi3ariii. Wnerses PO Ti 3aIMTH, 3a]JOBOJICHHS KX € 000B'SI3KOBUM 1 HE MOXKE
OyTH nepesopyyeHe 1JIeTIIUM;
— cucmemni sumoeu. [lepenbayaroTh po3paxyHKu (OrOIKETH) 1 3BITH, MIATOTOBKA
SAKUX € 00OB'SI3KOBOIO 1 HE MOXKE OYTH IIJIKOM MepeopydeHa MiJJIerIuM; Hapaiu,
Kl HE MOKHa HE€ BIJBIJATH; TPOMAJCHKI 3aXOAM, SIKI HE MOKHA ITHOPYBATH;
— gumozu nioneznux. Ik TpaBUIIO, BOHU TOB'A3aHI 3 aHAII30M aKTyaJlbHUX
npo0ieM, TMOIIYKOM ONTUMAJIBbHUX LUISIXIB iX MOAOJAHHS, KOOPAHHALIED
KOHKpETHUX Jid. MoxXyTh CcTOCyBaTucsi ¥ OCOOMCTICHMX MHUTaHb YU
MIKOCOOMCTICHUX BIJTHOCHH;
— gUMO2U camoeo KepieHurxa. BUSBISAIOTbCS B MUTAHHAX, K1 KEPIBHUK OCOOMCTO
MOBUHEH TMpoaHali3yBaTH, PoOOOTi, Ky BIH Ma€ BHKOHATH 3TITHO 13 CBOIMH
3BMYKAMH  Ta  MpaBUJiaMH, OOOB'I3KaMHW YW  OYIKYBaHHSMU  1HIIHX.

VY mporeci ynpaBiiHCHKOI ISJIBHOCTI KEPIBHUK IM13HAE BUMOTH, 3YMOBJICHI
pPI3HOMaHITHUMH  30BHIIIHIMH 1 BHYTPIIIHIMA  YUHHUKAMH. Y  HBOTO
HAarpOMaJDKYIOThCSl ~ 3HAHHA PO  TPYAHOIIl, SKi  JOBOJUTHCS  JOJIATH,
BUPOOJISIOTHCS  €TAIOHM  YCHIIIHOTO YH HEYCHIIIHOTO OMNaHyBaHHS BUMOT
yYaCHHKaMU TPYJOBOTO TIPOIIECY Ta JOJIAaHHS HUMH TpyaHouiiB. [lpu mpomy
KEpIBHUKM PI3HUX TEMIIEPAMEHTIB BIAPIZHAIOTHCS CTUISIMH OpraHi3aTopchbKOi
JUSTBHOCTI Ta €MOI[IMHOTO BIUIMBY, @ iX HPUPOAHI OCOOIMBOCTI BHUSBISIIOTHCA
Yyepes3 Taki BJIACTUBOCTI HEPBOBOI CUCTEMHU, SIK CHJIA, PYXJIMBICTh, 30aJJaHCOBAHICTh
polLIeciB 30y IKEHHS Ta raJIbMyBaHHS.

ITeBHy 0COOIMBICTh MalOTh BUMOTH JO0 OCOOMCTOCTI KepiBHUKA, 0€3MOCEPEAHBO
nmoB'si3aHi 31 cnenu@ikor Ta OCOOJMBOCTSMH  YNPABIIHCHKOI  JiSTTBHOCTI.

[lepenycim 1e:
3B'SI30K SIK 3 YIPABIIHHAM TEXHIKO-TEXHOJOTIYHUMH CHCTEMaMH, TaK 1 3
YIPaBIIHHIM COIIIAJIbHO-BUPOOHUYNMU oprasizaiisimMu;

PI3HOMAaHITHICTh PI3HOBUIB [ISUIBHOCTI Ha PI3HUX PIBHSAX YNPaBIIHCHKOI
lepapxii, a TakoX yNOPaBIIHCHKUX  (QYHKII y MeXax pI3HOBHIY;
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— HEAJIrOpPUTMIYHUIM TBOPUMN XapakTep MISJIBHOCTI, MOB'SI3aHUN 3 AePiLUTOM
iH(popMmarrii, [MOCTIHHUMH 3MIHAMHU 30BHIIIHHOTO CepeIOBUIIIA;
— SCKpaBO BHUpPa)KEHA IPOTHOCTHYHA IPHPOAA PO3B'S3yBaHUX YIPaBIIHCHKHX
3aBlaHb;

— nedirnuT qyacy TUTS yIPaBIIHCHKUX oreparii;
— BHCOKa IICUXIYHA HAIpPY>KECHICTh, 3yMOBJIEHA BEJUKOIO BIIMOBIJAJIBHICTIO 32
TIPUHAHSITI pIIIEHHS.

He xoxeH daxiBenb MOxe OyTH YCHIIIHUM KEPIBHUKOM. A OBOJOIIHHS
OCHOBaMH YTPABIIHCHKOTO MUCTENTBA III€ HE TapaHTye €PEeKTUBHOCTI POOOTH
KEPIBHUKIB.

JIOCBiJl CBITOBHX CHCTEM YIPAaBIIHHS CBIAYUTH MPO HASBHICTH ‘“KUTTEBOTO
UKy~ KEpiBHHKA, @ OTXKE 1 MPO HEOOXITHICTh MPAaBHIIBHOI peasizalii BCiX HOro
CTaIIIB, 3-IIOMIXK SIKFIX BUIISIOTh OCHOBHI:

1. BxomxkenHsa B npodecito kepiBHUKa. Ha nibomy erami Monoauit gaxiBelp, 110
OlaHyBaB HEOOXI1JIHI HABUYKH 1 3HAHHS, MOYMHAE PEATbHO KEPYBATH CIIOYATKY
HEBEJIMKUMH, a MOTIM yce OUIBIIMMHU TpylnaMyd YW OpraHizalisiMHu JIIOJIEH, yce
CKIIQHIIITNMHU poboTamu 1 POEKTaMH.

2. 3p00yTTs BHCOKOro piBHS KBamidikaiii. Takuii KepiBHUK Y€ BOJIOJIIE
JIOCTaTHIM JIOCBIJIOM pOOOTH, aje BCE YacTillle BiAYyBa€ MOTpeOy HOBUX 3HAHb.
BeruraTu 3a nporpecoM HayKku 1 MPakTUKU HOMY CTa€e BCe CyTYKHIIIE, a 310pOB's
HOTIPUIYETHCA.

3. 3aBepmeHHs npodeciiHol Kap'epu 1 NIATOTOBKA BHUXOJY Ha IEHCIIO.
EdekTuBHICTE poOOTHM KEpIBHUKA B LEH Yac IMOMITHO 3HUXKYETHCS, BIH CaM
nepecrae OyTH 3aJ0BOJICHUM CBO€K0 POOOTOIO, a CHIBPOOITHHKUA BCE YaCTIIIE
COPUIMAlOTh MOro SK MEpelIKoay y MNPUHUHATTI €(EKTUBHUX YHPABIIHCHKUX
pilIEHb.

Takuii creHapiii kap'epu KepiBHHKAa HE € HEMUHYYHM. L[[iITKOM MOXXIIUBHIA
CTabUIbHO BUCOKHH PIBEHb POOOTH KEPIBHHMKA JO 3aBEpIIEHHS Kap'epu, a TO U
HEYXUJIbHE MiABUIICHHS e()EKTUBHOCTI poOOTH. AJie 0€3 HEYXUIIbHOTO BUKOHAHHS
00OB'A3KiB, 0€3 yMIHHS MIIIHO 3B'SI3aTU CJIOBO 1 JUIO CHpPaBXHINA KEPIBHUK
HEMOXXJIUBHM. BCcTyn Ha mocany o3Hayae HEOJMIHHE MPHUUHATTS Ha cebe, Kpim
BIIMOBITHUX CITY’KOOBHUX OOOB'SI3KIB, OOOB'SI3KY MeEpea HApOAOM 1 KOHKPETHOIO
opraHizamicro. Xo4 y TPAKTHUIIl YNPaBIiHHSA, HacaMIlepea cepel MOJIOIuX 1
KEpIBHUKIB-TIOYATKIBI[IB, TPAIIAE€ThCA U epeHIIioBaHe CTaBICHHS A0 000B'SI3KY
1 mocaau, U0 MOXe OyTHM MPUYMHOIO HeOe3neKkH. 3aXOIJIEHHS MOCaJ00, CBOEIO
MEePCOHOI0 HEMHUHYYE CIPUYMUHIOE BIIPUB BI1J OpraHizailii Ta Jojaeil, 1o B HIA
NpaiolTh, MOPOJKYE aJMIHICTPYBAaHHS, HEXTYyBaHHS CBOiX OOOB'SI3KiB.

Cy0'ekTuBHi o0OMe:keHHsT Yy poOoTi KepiBHMKIB. Y  0Oe3nocepeHiii
YOPABMIHCHKIA MPAKTUIl YacTO 3'SBISIOTECS YMHHHUKH, $KI YTPYIHIOIOTh, a
HEPIAKO ¥ YHEMOXJIMBIIOIOTH JOCATHEHHS KEPIBHHUKOM OYIKYBaHUX PE3yIbTaTiB
poGoTU. AHIIINACHKI KOHCYNBTAHTH 3 ynpasiiHHa Maiik Bynkok 1 [leiiB @pencic
hi () TaKUX YUHHUKIB 3apaxoBYIOTh:

1. Heeminua «xepyéamu co00M, HE3HAHHSA  CB0IX  NCUXOQI3i0N102TYHUX
Modicaugocmeti,  coyianvHo-npogeciiinoco nomenyiany. [lpang ynpasiiHUS €

63



BaXXKOIO, CIIOBHEHOIO XBWJIIOBaHb, CTpeciB. TOMy KOXXHUN KEpIBHUK MOBHUHEH
HABUYUTHCS CTaBUTUCA 10 ceOe K 0 YHIKAJIBHOTO 1 OE3LIHHOTO pecypcy, Mmoo
MOCTIHHO  MIATPUMYBAaTH CBOIO  NPOAYKTUBHICTh. HEBMIHHS  IpaBUIIBHO
BI/INMOYMBATH, BUKOPHUCTOBYBAaTH CBIM Yac, €HEprito, 3710HOCTI Ta HaBUYKH
NPU3BOJUTh JIO HE3JIaTHOCTI CIpaBISATUCSA 13 CTpecaMHu, KepyBaTh co0o01o,
e(hEeKTUBHO BUKOPHCTOBYBATH CBIi MOTEHIIIAJI.
2. Posmumi ocobucmi yinnocmi. KepiBHUKH MOAHSA NMPUKUMAIOTH YIIPABIIHCHKI
piIlICHHS, MO0 TPYHTYIOTHCS HAa OCOOMCTHX ITIHHOCTSX Ta MpHUHIMIAX. SIKMo iX
IIIHHOCTI HEIOCTaTHHO YiTKi, KEPIBHUKY HE BHUCTAa4aTHUME TBEPAUX MIiACTaB IS
CyI’KE€Hb, @ TOMY BOHH MOXYTb CIIPUHAMATHCS OTOYCHHSM SK HEOOTpYHTOBaHI.
CydacHa KOHILICTIiA YCHIITHOTO YIpPaBIiHHS OpPIEHTOBaHAa Ha TakKi I[IHHOCTI, K
e(eKTHBHICTh, peai3allis MOTEHIIay MPaIiBHUKIB, TOTOBHICTH 0 HOBOBBEJCHb.
3. Hesupasni ocooucmi yini. KepiBHUKH BIUTHBAIOTHh Ha CBOE JIJTIOBE T4 OCOOMCTE
YKUTTS, OIIIHIOIOYM MO>KJIMBOCTI Ta 0OMparoyu MeBH1 anpTepHaThBU. Hepigko BoHU
HE MaOTh MOJIMBOCTI i YMOB, a00 BUSIBJISIIOTh HE3JATHICTD JJI peajizallii miIei.
KepiBHUK TakoX MOXE MParHyTH JO HEJOCSHKHMX YW HENPUUHSATHUX 3 MOJISIAY
CyCNUJIbCTBA IIJIEW, HE BpaxoByBaTHU MOXKIMUBOCTEH CBOIX  IMJJICTIIHX,
HEJIOOIIHIOBATH, BIJKHUJATH 3alpONOHOBAaHI CHIBPOOITHUKAMHU aJbTEPHATUBHI
BapiaHTU. Taki KepIBHUKHU PIAKO JOCATAIOTH YCIiXy, BOHU HE3/IaTHI OLIIHUTH YCIiX
IHIIIHNX, OCKIJIBKH 0oOMesKeHI1 HEYITKICTIO 0COOMCTHX IJIEH.
4. 3ynunenuti camopozsumok. KepiBHUKA MOXYTh JOCSTaTH 3HAYHOTO
CaMOPO3BUTKY, MPOTE HE BCl BMIIOTh MOJOJIATU CIHAOKOCTI ¥ TMpalioBaTu HaJ
co0or0. barato 3 HHMX HEIOCTaTHBO IJUHAMIYHI, YHUKAIOTh TOCTPUX CHUTYaIliH,
BTPA4yalOTh MNPUPOJHY CHIBYYTIMBICTb, TOMY iIXHI TNPUXOBaHI 3410HOCTI
3JIMIIAIOTECS HEPO3BUHEHUMH, JIOBE KHUTTS CTa€ PYTUHHUM, OCKIJIbKA BOHHU B
1HTEepecax 0coOMCTO1 O€3MeKH BHUKJIIOYAIOTh 3 JISUIBHOCTI pu3uK. CaMOpO3BUTOK
TaKuX KEpIBHHKIB NPUITUHSETHCS.
5. Heeminnsa poze'azyeamu npooaemu. KBamidikoBane po3B'si3aHHS NPoOIeMH €
BKJIMBOIO YIPABIIHCHKOIO HABUYKOIO, SIKA CIIPHUSE MPOJIYKTUBHOCTI YIIPABIiHHS.
[Ipote nesiki KEpIBHUKU HE MOXKYTh METOJUYHO ¥ pallioHAJIBHO MpAIfOBAaTH HaJ
pO3B'sI3aHHSAM MpOOJieM, NPUWMATH SKICHI pimieHHS. BoHu HekBamidikoBaHO
MPOBOJSATH HApaau MO0 pO3B'sI3aHHA MPOOJEM, BCTAHOBJICHHS  IIUIEH,
oOpoOnenHst  iHdopmarii, TUTaHyBaHHS Ta  KoHTponro. lle  mopomkye
HarpoMa/)KeHHsI HEPO3B'sI3aHUX MPOOJIEM, IO 3 YaCOM Mapali3ye Jii YIpaBIiHII.
6. Hegiyum meopuoco nioxody. YNpaBiiHellb 3 BIJHOCHO HH3bKOIO
BUHAX1JIUBICTIO P1JIKO BUCYBA€ HOBI 17€1, HE3MaTHUI HaAJIAIITYBaTH Ha TBOPYICTh
IHIMX. 31e01IbIIOT0 Takli KEepPIBHUKM HEJAOCTaTHHO OO0I3HAHI 3 METOJaMH
MABHUINCHHS BUHAXIIIUBOCTI. J[o TOro »k, iM He BHCTada€ 1 BOJI, OCKIJIBKH
BUHAXIJTMBICTh BUMArae MoJI0JaHHs TepemKko, HeBaad. OTxe, KEPiBHUK, SIKUW HE
CXHWJIbHUN €KCTIEPUMEHTYBATH, PU3UKYBATH, 30epiraTy TBOPUYUH MiIX11 10 poOOTH,
HE MOXeE pO3paxoByBaTu 1 Ha BUCOKI i pe3ynbTaTH.
7. Heeminns enausamu Ha arodeti. KeplBHUKH TTOCTIMHO TMOBHMHHI BIUIMBAaTH Ha
MJUIeTIINX, a TAKOX Ha THX, XTO J0 chepH iX MiIMOPSAKOBAHOCTI HE HAJICKUTh.
[Tpote He Bci 371aTHI 3100yTH iXHIO MIATPUMKY 1 3aBISKH IbOMY 3a0€3MeunTH
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HEOOX1MHI JJIsi poOOTH pecypcu. BoHM CXWibHI 3BMHYBadyBaTH, KPUTHKYBaTH
1HIMX. OTXe, HEHAIOJIETJIMBOMY KEpPIBHUKY Ba)XXKO BCTAHOBUTH B3a€EMOJIIO 3
OTOYEHHSIM Yepe3 HEIOCTaTHhO PO3BMHEHE BMIHHSA BHUpaxaTtu cebe, ciyxaTd
THIIMX 1 BILJTUBATU Ha HUX.

8. Heoocmamne po3yminnsa ocobausocmell ynpagnincokoi dianvrocmi. OkpeMi
KEpIBHUKH HE VSBISIOTH CYTHOCTI YNPABIIHCHKOI MisUIBHOCTI, HE 3HAIOTH
OCOOMCTICHUX XapaKTEePUCTUK JIOACH, SKUMU KEpylTh. YcC€ 1€ CHPUYUHIOE
HEBMIHHS TPOTHO3YBaTH TMOBEMIHKY MIAJIETNIMX, I1XHI TOMHJIKH ¥ peakiii.
KepiBHHMKaM, HE3AaTHUM BUBYMTHU BJIACHI YIPABIIHCHKI MIAX0AH, OpaKye BMIHHS
3p03yMisI0 MOSACHUTH iX. CyTTe€BI TPyAHOIII BOHM MalOTh 1 B HaJaroKeHHI
3BOPOTHOTO 3B'S3KYy, 3alliKaBlIeHHI mimrermx. KepiBHUKH, IO HEIOCTATHHO
pPO3YMIIOTh MOTHUBAIlIIO MpPAIiBHUKIB, 0OMEKEHI HEAOCTaTHIM PO3YyMIHHSIM CYTI
YIPaBITIHCHKOT TUSITTEHOCTI.

9. Cnabki Hasuuku KepisHuymea. JIinsi epEeKTUBHOTO YIPABIIHHS JIIOJABMH Ta
pecypcamMu KepiBHUKY MOTpiOHO Oarato HaBMYOK. BTpara pobodoro wyacy Ta
Hee(EKTUBHICTh METOJIB POOOTH MPU3BOJAATH 10 HE33J0BOJICHHS Jitojied. BoHu
NOYMHAIOTh TMPAIlOBaTH, HE TMOBHICTIO pEalTi30BYIOUM CBOi MOXKJIMBOCTI,
IHTEJIEKTYyaIbHO-TTPOQECIHHUMN 1 COIIaIbHO-TICUXOJIOTIYHUI noTeHial. Beepenuni
TaKUX TPy pOJIi MOraHO BU3HAYEHI, B3aEMUHU — HEE(PEKTHUBHI, MOPAJIIbHUM CTaH
MIBUJIKO THOTIPIIYEThCA. 32 TaKUX OOCTaBMH Majo XTO BU3HAE POJIb KEPIBHHUKA 1
HOro sIK aBTOPUTETHY OCOOMCTICTh. IIpakThka CBIQUHTH, IO HEPO3BUHYTICTH,
OOMEXEHICTh YMNPaBIIHCHKUX HABUYOK KEPIBHUKA YHEMOKJIUBIIOE JIOCATHEHHS
HUM NPAKTUYHHUX PE3YyJIbTaTiB, pOOUTh HEEPEKTUBHUMHU BUMOTH O MiJIETIIHX.

10. Hesminnsa naguamu. Maiixe KO)KHUIA KEPIBHUK BUCTYMAE Y POJII HACTABHUKA.
He po3BuBarouu 1iboro BMiHHS, BiH HE MOXKE TIepeaTH BIIACHUHN JOCBIJ MOJIOJAOMY
KEpIBHUKOBI, JOTOMOITH HOMY B CaMOpPO3BUTKY. baillmyXICTh YU HEBMIHHS
nepeaaTu CBOi 3HAHHS 1 JOCBI TIUIETJIUM YIOBUIBHIOIOTH 1 TEMIH iX
npodeciitHOro 3pocTanHs. 3a TaKMX YMOB MOJIO/1 KEPIBHUKH YacTO MPAIIOI0Th 06€3
3BOPOTHOTO 3B'I3Ky 3 HACTaBHUKOM, a MOro OLIHIOBaHHS Ta pEKOMEHAalli €
dbopMaTIbHUMH.

11. Huzbka 30amuicms ¢hopmysamu epyny. JIOCATTH IEBHUX PE3YJIBTATIB MOXKHA
3a yMOBH 00'€THaHHS 3 1HIIMMH, BUKOPUCTAHHS iX yMiHb. Koiu KepiBHUKOBI HE
BJIA€THCS TIEPETBOPUTH TPYMy Ha KBaTI(PIKOBAHHMN 1 PE3yNbTATUBHUN KOJEKTUB
OJIHOJTYMIIIB, 11 p0OOTa CynpOBOIKYETHCS TPYAHOIIAaMHU abo He Mae Biggadi. OTxke,
HEJOCTaTHE BMiHHS (DOPMYBaTH MPOAYKTUBHY TPYIY YHEMOKIIMBIIIOE CTBOPEHHS
COPUSTIMBOTO  MOPAJIBHO-TICUXOJOTIYHOTO  KJIiMaTy, €(QEeKTUBHUX pPOOOUYMX
MEXaHi13MiB.

CykymnHICTh TPUYMH 1 YUHHHUKIB, SKI 3a0e3neuyioTh abo yTpYIHIOIOTh
e(heKTUBHY YINPABIIHCHKY JISUIbHICTh, AKTyali3yIOTh MIPOOJIEeMY BUBUCHHS SIKOCTEH
HEOOXITHUX YIPABIIHIIM ISl pe3yJIbTaTUBHOT POOOTH.

65



15. Act out the dialogues and produce your own.

Dialogue between two students about the choice of a career:

Naren- Well, Jatin! What are you going to be?

Jatin- I’ve a natural bent for mechanical occupations. So I want to be an
engineer. Especially so, because our country now needs engineers in large
numbers for nations-building and defense works. What are you going to

do, Naren?

Naren- You know, my father is a doctor. He likes that | should take up that

profession. What do you think of that, Jatin?

Jatin- Well, in choosing a career, you see whether it suits your temperament. If
you like it, you should certainly take up this profession, particularly when
your father himself belongs to that profession. That will you help you
much. Isn’t it?

Naren- Quite so. | like to be doctor, but want to go my native village and treat
the people for normal fee. Most of them are poor. They die without

proper medical aid?

Jatin- That’s a noble idea.

Naren- But father does not like it. He wants to be with him. That will no doubt
help me to earn a lot of money. But my ideal is to render service to my
villagers. My revered teacher, Binode Babu, encouraged us in our school
days to render service to the poor. I’ve imbibed that idea and now I want
to put it into practice.

Jatin- In that case you should persuade your father to allow you to follow your

ideal. And he’ll surely do it. He has a large heart and helps the poor.

Naren- I’ll do it and hope father will give his consent.

Talking About Your Job:

Jack: Hi Peter. Can you tell me a little bit about your current job?

Peter: Certainly What would you like to know?

Jack: First of all, what do you work as?

Peter: | work as a computer technician at Schuller's and Co.

Jack: What do your responsibilities include?

Peter: I'm responsible for systems administration and in-house programming.

Jack: What sort of problems do you deal with on a day-to-do basis?

Peter: Oh, there are always lots of small system glitches. | also provide
information on a need-to-know basis for employees.

Jack: What else does your job involve?

Peter: Well, as | said, for part of my job I have to develop in-house programs
for special company tasks.

Jack: Do you have to produce any reports?

Peter: No, | just have to make sure that everything is in good working order.

Jack: Do you ever attend meetings?
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Peter: Yes, | attend organizational meetings at the end of the month.

Jack: Thanks for all the information, Peter. It sounds like you have an
interesting job.

Peter: Yes, it's very interesting, but stressful, too!

Job Interview Dialogues: Engineer:

Mr. A: Welcome to our engineering company.

Mr. B: | am glad for the chance to be interviewed.

Mr. A: What specific job are you applying for?

Mr. B: | am an electrical engineer (double E) and | would like to try to get the
job you advertised on the Net last week.

Mr. A: | see from your resume that you are very experienced.

Mr. B: Yes I’ve worked as an electrical engineer for 10 years now. But I think
it is a good career move to join your company.

Mr. A: Why did you leave your former company?

Mr. B: It was a dead end job.

Mr. A: Yes our company is large and there is plenty of room for advancement.

Mr. B: So you’ll give me the job?

Mr. A: Yes, but for the first month you will be on probation with half-pay.
After that you will be a full employee of the company. Any questions?

Mr. B: What is the salary?

Mr. A: 50 k per year

Mr. B: Sounds good. When do | start?

Mr. A: Report to the engineering dept. on Monday at 9 am.

Mr. B: Great, thank you.

Mr. A: I look forward to working with you.

Job Interview Dialogues: Online English Teacher:

Ms. C: Please take a seat.

Ms. D: | am glad to meet you.

Ms. C: So let’s get down to business. I see you have a lot of online teaching

experience.

Ms. D: Yes | have been teaching online for 11 years and before that | was a

classroom English teacher in different areas of the world.

Ms. C: I like your voice and you certainly do seem to be qualified...

Tell me about your online English teaching experience.

Ms. D: | like meeting people from all over the world. It is just like traveling.
But students often cancel or have poor Internet connections.

Ms. C: | understand. No job is perfect. But here we have a system that
guarantees you are paid for a cancellation without 48 hours notice and of
course all our students have a good Internet connection. Did you have
any other problems with the students?

Ms D: Once in a while you might meet a rude student or a disrespecting one.

Ms. C: How do you like working with children?
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Ms. D: I love working with children, but most of my experience is with adults.

Ms. C: What types of adult classes do you like the most? Conversation?

Ms. D: | like the conversation classes and Business English. I also enjoy the
TOEFL/IELTS teaching. | am also a writer in my free time, though |
haven’t made much money from the publications. Anyway it makes me
a good writing/reading coach. Also | have a science degree (in addition

to my B.A.) and so | would welcome scientific types of students.

Ms. C: Sounds good. I’ll talk over your resume with our HR staff. If we decide

on a second interview, I’ll let you know within a week.

Ms. D: OK, thanks for your time.

Ms. C: Nice to have met you.

Job Interview Dialogues: Administrator:

Mr. E: Welcome to our company for the administration position.

Mr. F: Nice to be here.

Mr. E: Tell me about yourself.

Mr. F: Well as you can see from my resume, | have worked in business
administration for several years and have an MBA.. | want to have a good
salary and I know this company pays well.

Mr. E: | see. And what do you do in your free time?

Mr. F: | like to play pool and watch television.

Mr. E: What do you like on TV?

Mr. F: | like to watch documentaries

Mr. E: | see. And if we decide to hire you, when can you start?

Mr. F: Immediately.

Mr. E: Very good. You seem to be the kind of employee we are looking for.

| will let you know of our decision by e-mail.
Mr. F: Great. | look forward to hearing from you.

Job Interview Dialogues: Travel Agent:

Ms. G: Hi, nice to meet you.

Ms. H: Yes, nice to meet you too.

Ms G: So what makes you want to be a travel agent?

Ms. H: | studied tourism and leisure studies at college and | have traveled
widely. | have been to 65 countries and | enjoyed each one.

Ms. G: But you don’t have any experience working as a travel agent?

Ms. H: No, but | am familiar with the booking systems.

Ms. G: That’s great. I think we have a position for you.

Ms. H: I am really glad. You won’t regret hiring me, I promise.

Job Interview Dialogues: Doctor:

Ms. I: Welcome to our doctor’s office.
Mr. J: Nice to be here
Ms I: I see from your resume that you are a cardiologist with 10 years of
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practice.

Mr. J: That’s right.

Ms. I: This interview is just to get to know you a little and then there are follow
up interviews. So what do you do in your free time?

Mr. J: | like golfing and swimming. | also like to read newspapers.

Ms. I: Why did you want to be a doctor?

Mr. J: Actually I love helping people get well. I think cardiology has made

great strides recently and I would like to share my findings with others.

Ms. I: Have you written in any scientific journals so far?

Mr. J: Not yet. But hopefully soon.

Ms. I: OK, we’d like to learn more about you. Let’s go for lunch with our
colleagues, if that’s OK?

Mr. J: That’s fine, I am free.

Job Interview Dialogues: Advertising:

Ms. K: Welcome to XXX advertising.

Ms. L: My pleasure.

Ms. K: So what kind of advertising experience do you have?

Ms. L: | worked for CCCCC company for five years. | helped edit and make
newspaper ads. We tried to make our ads interesting, as you can see from
my portfolio.

Ms. K: | see. | think we can use you.

Ms. L: | can make an interesting commercial on any subject.

Ms. K: Yes, well let me explain the pay structure. The pay is $40 per hour plus

bonuses for successful ads/commercials. We have a lot of clients so you
will have no shortage of work. Are you available to work overtime?

Ms. L: Yes, I like to work hard and I like to make money. That’s why I am

applying for a job with your company.

Ms. K: However we do ask that you commit for at least five years and there is a
contract to sign.

Ms. L: | have researched your company thoroughly and | am convinced it is the
right career move for me.

Ms. K: OK, welcome aboard.

Ms. L: | hope this is the beginning of a great working relationship.

Tour Of The Company Dialogue:

An important part of the interview is a tour of the company.

Mr. Ko takes prospective lower management employee, Ms. Smith on a tour.

Mr. Ko: “Firstly we are at human resources. This is our HR manager, Mr. Lee.
Mr. Lee this is Ms. Smith.”

Ms. Smith: “How do you like your job, Mr. Lee?”

Mr. Lee: “I enjoy it, but I hate to fire people.”

Mr. Ko: Our next stop is the advertising department.” “Ms. Smith this is
Mr. Kong.”
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Mr. Kong: “Our department is filled with creative people who brainstorm to
think of new advertising and commercials as well as product
packaging.” Then we went to the design department.

Mr. Ko: “Here clever people design new products.”

Mr. Ko: “Our next stop is the factory floor. Here the goods are produced, partly

automated. Forklifts lift palates of goods and load them onto trucks.”

Ms. Smith: “It is such a large building.”

Mr. Ko:“And now we are walking past some offices of our upper management.

Maybe some day you will have an office here, Ms. Smith?”
Ms. Smith, “It would be like a dream come true.”

Mr. Ko: “Next the sales department. Also here is the customer service

department.”

Mr. Ko: “Ms. Smith, this is Ms. Hsu.”

Ms. Smith: “How do you like working in sales?

Ms. Hsu: “It is hard work but it is challenging. I enjoy working with people.”

Mr. Ko: “Next the accounting department.” Ms. Smith, “You people must be

good with numbers. I used to be good in math. Accounts manager:
“Yes, but accounting is not easy work.”

Mr. Ko: “And finally the company cafeteria. Lunch is free for all employees

and the food is good too. The coffee is excellent as well."”

16. Discussion. Read these quotes about religion and express your personal
opinion.

Charles Swindoll: “Life is 10% what happens to me and 90% how | react to
it.”

Lady Gaga: “Some women choose to follow men, and some women choose to
follow their dreams. If you're wondering which way to go, remember that your
career will never wake up and tell you that it doesn't love you anymore.”

Ralph Waldo Emerson: “Without ambition one starts nothing. Without work
one finishes nothing. The prize will not be sent to you. You have to win it.”

Thomas A. Edison: “We often miss opportunity because it's dressed in overalls
and looks like work.”

Donald J. Trump: “Get going. Move forward. Aim High. Plan a takeoff. Don't
just sit on the runway and hope someone will come along and push the airplane. It
simply won't happen. Change your attitude and gain some altitude. Believe me,
you'll love it up here.”

William James: “Action may not always bring happiness, but there is no
happiness without action.”

Theodore Roosevelt: “No man needs sympathy because he has to work,
because he has a burden to carry. Far and away the best prize that life offers is the
chance to work hard at work worth doing.”

Henry Wadsworth Longfellow: “The heights by great men reached and kept
were not attained in sudden flight but, they while their companions slept, they were
toiling upwards in the night.”
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Joseph Conrad: “l don't like work--no man does--but | like what is in the
work--the chance to find yourself. Your own reality--for yourself not for others--
what no other man can ever know. They can only see the mere show, and never
can tell what it really means.”

Alain de Botton: “There is no such thing as work-life balance. Everything
worth fighting for unbalances your life.”

17. Translate the text into English.

CuiBoecina 3 po6oronaBuem

CmiBOecima 3 pobOoTomaBIeM - 1€ CHeriadbHa Oeciga, mig dYac SKOi
po0OOTOIaBEIh OIIHIOE MPETEHICHTA HAa BAKAHTHY TIOCAY.

Ycenix abo HeycHix Mmif 4ac CHiBOeCiin 3alleUTh HE TUIBKU BiJl MpodeciiiHux
AKOCTe (OCBITH, NIOCBiJly, YMIHHS CIUIKYBaTHUCS), @ ¥ BiJ TOTO, sIK€ TMeEpIie
BpaXEHHS BU CIPAaBUTE€ HAa poOOOTOAABI. [HKONIM BOHO MaTMME€ BHpIIlIAJIbHE
3HAUEHHS, SKIO, 3BMYaiiHO, Baimia (paxoBa MiATOTOBKA BIAMOBIAATUME BUMOTraM
poOoTOIABIIA.

Otxe, HeaOusiKe 3HAYEHHS JUIsSl JOCATHEHHS YCIIXy MaTHUME IiJIrOTOBKa J0
CI1BOECIIH:

1. 36epith sikomora OuTble 1HGOpPMAIIIl PO YCTAaHOBY, B SIKYy Bac 3aIlpoIlyOTh
Ha criBOeciny. Taky iHpopMaIio MOXKHA 0JIepKaTH PISHUMHU CIIOCOOaMU:

- npounTatu B [HTEpHETI a00 ra3eTHii CTAaTTI IPO OpraHizalilo;

- 03HAaHOMHTHCA 3 MIPOIYKIIEIO UM MTOCITyTraMu, sIKi HaJla€ yCTaHOBA,;

- IOTOBOPUTH 3 JIFOJIMHOIO, SIKA MPAItoe a00 MpailroBaia B M1l opraHi3ariii;

- IOCMIKYBAaTHCS 3 KOHCYJTBTAHTOM areHTCTBa, Ky BU 3BepHynucs. [{o Tpeda
3HATH PO OPraHi3alliio, B AKy BH iiieTe Ha ciiBOeciy:

- SIK1 TOCJIYTH a00 MPOYKIIiI0 MPOTIOHYE OpraHi3allis;

- KOMY 1 JIe pealti3ye CBOIO MPOAYKIIIIO;

- CKIJIbKU POKIB YK€ 1CHYE;

- FOPUJIMYHUHN CTaTyC OpraHizailii;

- CKJIaJl KEPIBHUIITBA Ta SIK YACTO 3MIHIOETHCS,

- SIKUW Ma€e IpUOYTOK;

- YU TIPOBOJIUJIOCS CKOPOYEHHSI IITATIB 32 OCTaHHI TPU POKH;

- BIATYKH NPECU TIPO YCTAHOBY;

- CTaBJICHHSI KEPIBHUIITBA JI0 MPallIBHUKIB,

- HOBI MIPOEKTH, 1110 PO3POOJISIOTECS B OpraHizallii; mapTHEPIB 32 KOPAOHOM;

- Y4 BXOJUTh OpraHizailis B iHIIIEe 00'€THAHHS.

2. IlpurotyiTe Komii IWUIUIOMIB, CBIJIONTB, pE3IOME Ta I1HIIUX HEOOX1THHUX
noKyMeHTIB. Ocobu TBOpuuX mpodeciii MOKYTh MPUHECTH CBOi CTATTi, MAJIFOHKU
TOIILIO.

3. IlpurotyiiTecs: Ha3BaTH MPi3BUIA 1 KOHTAKTHI TenedoHu ocid, ki MOXKYTh
JIaTU BaM PEKOMEHAIIHHOTO JINCTA.

4. 3a3znaneriap Ai3HaWTeCs TOUHY ajapecy opraizamii. Po3paxyiite Tak cBiif yac,
mo0u BW TpUHNUIKM 3a 15 XBWIMH 10 TO4YaTKy cmiBOeciau. SKmo X BHU
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3ami3HIoETEeCs, TO OOOB'S3KOBO 3aTeneoHyHTEe W TOBIIOMTE TIpo 1Iie, a
MIPOMIIIOBIIH, MOMPOCITh BUOAUCHHS.

5. IloxGaiiTe npo AiI0BUN CTUIL OJATy. He Mo)kHa MpUXOAUTH Ha CIIBOECITY B
MIHICIITHUII, JDKMHCAX YM CYIIEPMOJHOMY OJ1s131, Tpeba JOTPUMYBATHUCS B YCHOMY
MIpH.

6. CKJIaJliTh CIIMCOK OYiKyBaHHUX 3aIllUTaHb Ta MIATOTYHTE Ha HUX BIAMOBIII.

9 HaMOIBII MIACTYIMHUX 3alUTAHb:

1. Po3skaoicims npo cebe.

3a JAOTOMOTH IHOTO 3alMUTAaHHS MOKHA 0araTo JI3HATHUCA TPO KaHAWIATa Ha
BaKaHCIi10, 30KpeMa Ipo HOoro mpiopUTETH B KHUTTI.

2. Hazeimw c80i Hedoniku (cnabxi cmoponu).

Y ’KOAHOMY pa3i He BIAMOBIAANTE YECHO, HAMIIIIIIIE BIAMOBICTH HENTpaibHO: "Y
MeHe, 0e3lepeyHo, € HEMONIKH, aje BOHO >KOJHHUM IMOOMTOM HE BIUIMBAIOTH Ha
pobory".

3. Yomy 6u 3sinbnunucsa 3 nonepedHvo2o micys pobomu? Yauy eu eupiwiuiu
3MiHumu micye pobomu?

He BapTto posnoBimatu mpo KOHGIIKT, SKIIO HaBiTh BIH MaB Micle, 1
3BMHYBauyBaTU CBOTO KOJMIIHBbOTO KepiBHHMKA. Kpame BimmoBictu: "He Oyio
npodeciitHoro 3poctanHs".

4. Hazsimo 6axcanuii MiHIMyM i MAKCUMYM 3apPNaamHi.

Mocxxna 3'acyBaTH, SIKy 3apIUIaTHIO (pipMa 30MpaeThCcs Bam 3alpOIOHYBATH.
ko 3MytieHi OyaeTe Ha3BaTH KOHKPETHY CYMY, TO MOKHA Ha3WBaTH CyMy, SKa
Ha 10-15 % Bumia monepenupoi 3apraTa. Makcumym - 30%.

5. ki eawi Hatibinbuwi 0ocseHenHs?

CknafiTh CHUCOK CBOIX YCHIXiB 3a OCTaHHI POKU. SKII0O B HE MOXKETE
MOXBAJIUTUCS Cy TEPAOCITHCHHSIMH, TO MOJKHAa pO3MOBICTH MpPO Te, IO Ha
MOTIEPETHHOMY MICIII BH OIAaHyBajJd HOBY KOMII'IOTEPHY MpPOTrpaMy, BUBUUIIHU
1HO3EMHY MOBY.

6. Ak 00620 nianyeme npayrosamu y nautii ipmi?

Bigmosictn MoxkHa Tak: "[lloOM BIAIIOBICTH HA 1€ 3alUTaHHS, S IIOBHHCH
MOTIPAIIOBATH JIEAKUN Yac 1 3pO3yMITH, YM TOJ00AETHCS MEHI KOJICKTHUB, SKa
aTMocdepa y KOJIEKTHBI; YH HIKaBUMU OYyJIyTh 3aBJaHHS, SIKi 1 Oy/ly BUKOHYBaTH.
Skmo MeHi Bce cmomo0aeThes, TO 1 Hama cmiBhopansg Oyae TpUBaow i
B3a€MOBHUT1JTHOIO".

1. ll]o 6u 3naeme npo nHauty ycmanosgy?

OT1xe, aKui-HeOyIb MIHIMYM TpeOa 3HaTH MPO YCTAHOBY.

8. Yomy su xoueme y nac npayrosamu?

3a3Buuail 1€ TPOJOBXKEHHS 3alUTaHHS "Hpo Hally YCTaHOBY' - crpoda
CHAHTCIMYNTH KaHIuAaTa 1 Ji3HATUCSA TAEMHY NPHYMHY IpalleBIallTyBaHHS.
[TouHiTh 3 TOrO, IO yCTaHOBA CTaOUIbHA, BIAIITOBYE M0OCaAa, 0OOB'A3KHU, 3pyUHE
MicIIe po3TalryBaHHs odicy.

9. Bawe cmagnenHs 00 6UpOOHUYUX NEPEHABAHMANCEHD?
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[ToctaBTe 3yctpiune 3anmurtanns: "ll{o Tpeba Oyae 3aTpumyBatucs Ha pPoOOTI?
Ckinpku pa3iB Ha wMicanb?". SIKIIO Bac 3aJ0BOJIBHATUMYTH BIAMOBIAI, TOI1
BIIEBHEHO CKaXIiTh, 1110 BU MOTO/IKYETECS HAa TaKl yMOBH.

Jlesiki 101aTKOBI 3alIMTaHHS, SIKI BaM MOXKYTh ITOCTABUTH M1 4ac CIiBOECIIN:

- SIk 3a3BHUal MPOXOIUTH BaIll pOOOUUIA JICHB?

- SIk BM BU3HA4Ya€eTe MPIOPUTETHICTh CBOIX MpodeciitHux cripaB?

- Hap sikoro mpoGiieMoro BaM OyJio OU I1iKaBO IpalfroBaTh?

- Ha3BiTh Tpu cutyariii, 3a IKUX BaM HE BJANOCS JOCATTH yCIIXY.

- SIx mouiHOBYyBasacs Baia podota?

- SIky KOpUCTh MaTUMe Haia (ipMa, MPU3HAYMBIIK Bac Ha 1[0 Ocaxy?

- U 3aBX1IM BU TIOTOJIKYETECH 13 KEPIBHUIITBOM, SKILIO Hi, TO 32 SIKUX YMOB?

- Uu 30iraroThCcsl Bamm Kap'epHi CHOMIBAaHHA 13 TOCAJIO0I0, SIKY BU XOYETe
o0iitHATH?

[Tin gac cmiBOeciiu BaM MOXKYTh 3alIpPOIIOHYBATH PO3B'A3aTH ACSKI CUTYallliHi
3aBJaHHS, 100 MEPEeBIPUTH XiJ BaIIUX AYMOK, 3JaTHICTb MPHAMATH MpPaBUIIbHI
pimenns. Hanpukmnan:

- BU IJIAHYETE HA PUHKY peanizyBaTu ykpaiHChki kHUTH. LI[006 mocsrtu ycmixy,
K BU OyzeTe 11e pooutu?

- BaM TpeOa YMOBUTH 1HBECTOpPA BKJIACTH T'POII Yy 3aIIPOIIOHOBAHUMN MPOEKT. Sk
BU 11e Oyere poouTu?

[ToBeainka mig yac criBoecian

1. IpuiimoBmu B odic, OyabTe 3 yciMa BBIWIMBHUMH 1 J00po3uunuBuMu. He
3a0y/IbT€ MOCMIXHYTHUCS, 3aX0Id4d 1O KaOiHeTy KepiBHUKA. CTEXTE 3a CBOEIO
MOCTaBOIO, IUBITHCS B 04l CITIBPO3MOBHUKOBI. [lam'araiite:

- BITAIOYHUCH 3 NIPEACTABHUKOM KOMITaHii, HE MOJaBaliTe PyKH MEPIITUM;

- HE clJlaiiTe, TOKU BaM HE 3alpONOHYIOTh 1I€ 3pO0UTH;

- SKIIO BaCc KOMY-HEOyab BIIPEKOMEHIYIOTh, O0OOB'SI3KOBO 3amaM'sTaiiTe iM's Ta
mo OarbkoBi 11i€i ocobu. IloTiM BHM 3MOXeTe Binpa3y 3BEpHYTHCS IO
CIIBPO3MOBHHUKA Ha 1M'sl Ta MO OATHKOBI, 11€ CIIPABUThH TO3UTHUBHE BPAKEHHSI.

2. CyMIiHHO Ta OXaWHO 3alOBHIONTE BCl AHKETH 1 JOKYMEHTH, SIKI BaMm
3aMpOTNOHYIOTb.

3. Ha mouarky Oecinu Bimpexomenayirecs. [lomikaBrecs iM'sM Ta 1Mo 6aTbKOBI
CI1BpOOITHHKA.

4. ITinTpuMyiiTe 30pOBUI KOHTAKT.

5. VYBaxHO ciyxalTe 3amMTaHHs, HE MepeOuBarouM criBOecigHuKa. Bari
BIAMOBIZAI Ha 3alUTaHHs TMOBUHHI OyTH TmpsMuMH (BIAMNOBiZaTH Tpeda
0e3nocepeIHbO Ha MOCTABJICHE 3alUTaHHS ), TOUHUMHU (HE BapTO BUXOJAUTH 332 MEXI
obrosoptoBaHoi Temu). Ilig yac cmiBOeciiM KaHIUAT HA BAaKaHTHY MOCaay TEX
Ma€ TMpaBo MOCTABUTH 3alMUTaHHs, aje He Ouiblne 2-3, Tpeba juie Baago o0paTu
MOMEHT JJIsl TOTO UM 1HIIOTO 3anmuTaHHsA. HaluacTimme 111 3anuTaHHs CTOCYIOTHCS
o0csAry pob0TH, YMOB YCHIIITHOTO 11 BUKOHAHHSI.

k1o BU HE 3pO3yMUIN 3alUTaHHA, HE COPOMTECS YTOUYHUTH: UM IpaBUIBHO 5
3p03yMiB, 110 ..."

Biamosinaroun Ha 3anUTaHHS, TOBOPITh TUTHKH TIPABIY.
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6. Ilix gac cmiBOeciau TpuManTecs riaHO, BIIEBHEHO, ajie HE 3yXBaJio.

7. HanpukiHIll po3MOBH CJIiJT YITKO JOMOBUTHUCS MPO T, KOJH 1 K BU J13HAETECS
npo pe3yiabTatu. baxkano, mo0 iHiliaTUBa TaKoi JOMOBJIEHOCTI 3ajuIajacs 3a
BaMU: Kpalle JOMOBHUTHCS, IO BH 3aTelehOHy€eTe y MPU3HAYCHHUM Yac, HiXK YeKaTh
N3BiHKA. AKTHMBHA TO3WINSI 3aBXKIW Jimma macuBHOI. Lle crpaBuTh BpakeHHS
JJIOBOT JIFOUHH.

8. 3aBepuryroun criBOeciay, He 3a0yAbTe MPO 3BUYAIHI MMpaBUia BBIWIMBOCTI.
BaxxnuBo, o6 o0uBa y9aCHUKY 3aKIHYHIN 3YCTPId 3 BITIYTTSM, IO BCE, PO IO
ciif Oyno cKazaTd, CKa3aHo 1 IO BH MA€Te NOCTaTHBO iH(OopMalii s NpUHHATTS
pimenHs. [loaskyiiTe CriBpO3MOBHHUKOBI 3a O€CiTy Ta 3a BUSIBIICHY yBary.

9. Ilicna cmiBOeciiM peTEeNbHO MpOaHaNi3ylTe CBOIO MOBEAIHKY, BIAMOBIAL i
3po0iTh MPaBHJIbHI BUCHOBKU. SIKi0 Bam BigmMoBwiIH, 3'CyiiTe MPUUMHY BiIMOBH 1
BpaxyiiTe i1 mig 4ac WIATOTOBKM J0 iHmoOI cmiBOecian. [lam'staiite, 1m0
poboTonaBels 3alikaBieHUl y kBanmiikoBaHUX (axiBIgix, npodecionanax. Lle i
MOTPIOHO IEMOHCTPYBATH BIIPOJIOBXK YCI€T CITIBOESCITH.
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PART I1l. CHALLENGES

Elimination of women’s rights discrimination in education and
employment

1. Read the text and translate it into Ukrainian. Fill in the gaps with
the missing words.

adaptation staff planning
coeducation equality field

revision training opportunities
drop-out elimination literacy
pre-school establishments premises

States Parties shall take all appropriate measures to eliminate
discrimination against women in order to ensure to them equal rights with men in
the of education and in particular to ensure, on a basis of of men
and women:

The same conditions for career and vocational guidance, for access to studies
and for the achievement of diplomas in educational of all categories in
rural as well as in urban areas; this equality shall be ensured in , general,
technical, professional and higher technical education, as well as in all types of
vocational :

Access to the same curricula, the same examinations, teaching with
qualifications of the same standard and school and equipment of the same
quality. The of any stereotyped concept of the roles of men and women at
all levels and in all forms of education by encouraging and other types of
education which will help to achieve this aim and, in particular, by the of
textbooks and school programmes and the of teaching methods.

The same opportunities to benefit from scholarships and other study grants.
The same opportunities for access to programmes of continuing education,
including adult and functional programmes, particularly those aimed at
reducing, at the earliest possible time, any gap in education existing between men
and women. The reduction of female student rates and the organization of
programmes for girls and women who have left school prematurely.

The same to participate actively in sports and physical education.
Access to specific educational information to help to ensure the health and well-
being of families, including information and advice on family

2.Translate into English

OpnHakoBI MOMJIMBOCTI JIOCTYNy [0 TMporpam Oe3lepepBHOI  OCBITH,
BKJIFOYAI0YM TIPOTPaMH TONMIMPEHHS MMCBMEHHOCTI Cepell JOPOCIUX 1 MporpamMu
GyHKIIOHATBPHOT ~ MHCHMEHHOCTi,  CIPSMOBAHI,30KpeMa,  HAIIOHAWIIBUIIIE
3MEHIIIEHHSI Oy/Ib-sIKOTO PO3PUBY B 3HAHHSX YOJIOBI KB 1 )KIHOK.
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CkopoueHHSl 4Mcia [iBYaT, SIKI HE 3aKiHUYIOTh MIKOJIM, Ta pO3poOKa
mporpaMm i JIBYAT 1 KIHOK, SKI IMEpeayacHO 3aMIIWIMA IKojy. OjHakoBi
MOXJIMBOCTI OpaTH aKTUBHY Yy4YacTh y 3aHATTAX CIOPTOM 1 (i3UYHOIO
MMITOTOBKOIO.

JlocTym 10 KOHKpETHOI iH(opMallii OCBITHROTO XapaKTepy I CIPUSHHS
3a0€3IMeUeHHIO 3J0pOB’s 1 J00poOyTy ciMmel, BKIOYarouu iHdoOpMali Ta
KOHCYJIbTalIl1 PO MJ1aHyBaHHs ciM’i. OTHAKOB1 MOKJIMBOCTI1 OJIEpKaHHS CTHUIICH/T1T
Ta 1HIIIOI JOIOMOTH Ha OCBITY.

YcyHeHHST OyIb-SKOTO CTEPEOTHITHOTO YSBJICHHS PO POJb YOJOBIKIB 1
KIHOK Ha BCIX PIBHSX Ta y BCIX (popMax OCBITH NIJISXOM 3a0XOUYEHHS CIIHBHOTO
HAaBYaHHS YYHIB PI3HOI CTaTi Ta IHIMMX BUIIB HABYaHHS, M0 CIPHUATUMYTH
JOCATHEHHIO ITI€] METH, 1, 30KpeMa, IUITXOM MEPErisily HaBuaJbHUX MOCIOHUKIB Ta
MIKUTBHUX TPOTpaM 1 ajjanTarlii MeTo/iB HaBYaHHSI.

OpnHakoBi YMOBH I OpieHTallli y BUOOpi mpodecii abo cremiaabHOCTI, AJIs
JIOCTYITY J10 HaBYaHHS 1 OJIep:KaHHs TUILJIOMIB Y 3aKjIa/iaX OCBITH YCIX KaTeropiu,
K y CUIBCBKIM, TaKk 1 y MICBKIM MICLIEBOCTAX; Taka PIBHICTb 3a0€3MEUye€ThCS B
JOIIKUJIbHIM, 3arajibHIN, TEXHIYHIM, MpodeciiHiii 1 BHUIIINA TEXHIYHINA OCBITI, a
TaKOX B yCiX BUAAaX MPOo(deciitHO-TeXHIYHOT MiATOTOBKHU.

3. Translate the following words and word combinations into Ukrainian.

1. pre-school, general, technical, professional and higher technical
education; 2. conditions for career and vocational guidance; 3. all types of
vocational training; 4. school premises and equipment; 5. achievement of diplomas
in educational establishments of all categories; 6. study grants; 7. the revision of
textbooks and school programmes; 8. reduction of female student drop-out rates; 9.
curricula; 10. benefit from scholarships; 11. organization of programmes for girls
and women who have left school prematurely; 12. teaching staff; 13. coeducation
and other types of education; 14. adult and functional literacy programmes; 15. in
rural as well as in urban areas; 16. programmes of continuing education; 17.
adaptation of teaching methods; 18. health and well-being of families; 19.
participate actively in sports and physical education; 20. elimination of any
stereotyped concept of the roles of men and women at all levels and in all forms of
education;21. information and advice on family planning.

4. Translate the following words and word combinations into English.

l. onmepxaHHs CTUNEHAIN; 2. YyCyHEHHS OYIb-SIKOTO CTEPEOTHUITHOTO
ySIBJICHHSI TIPO POJIb YOJIOBIKIB; 3. mMporpama Oe3nepepBHOI OCBITH; 4. HaBYaJIbHI
MOCIOHMKM Ta MIKUIbHI MpOTrpaMH 1 ajanTallisi METOJIB HaBUaHHS; 5. CHiJIbHE
HaBYaHHS 0CiO pi3HOI cTaTi; 6. WIKUIBHI MPUMIIIEHHS 1 O0JaJHaHHS OJIHAKOBOI
SIKOCT1; 7. CKOPOUCHHS YHCJIa JIIBYAT, SKI HE 3aKIHYYIOTh IIKOJIM; 8. JOTIOMOra Ha
OCBITY; 9. ymMoBHM it opieHTamii y BuOOpi mpodecii abo cmemianbHOCTI; 10.
JOIIKIJIbHA, 3arajbHa, TEXHIYHA, npodeciiiHa 1 BuIma TexXHIYHA ocBita; 11.
mporpaMu HaB4YaHHS; 12. ofepkaHHS TUTIIOMIB Y 3aKJIaJlaX OCBITH yCiX KaTeropii;
13. BuKIamanbKUi CKJaJ OJHaKoBOoi KkBamidikamii; 14. ciabCchka 1 MiChbKa
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MmicieBocTi; 15. mpodeciiiHO-TeXHIYHA MIArOTOBKA; 16. mporpaMu MOMIMPEHHS
MUCHbMEHHOCTI cepejl JOPOCIHuX 1 mporpamMu (yHKIIOHAIBHOI MUCbMEHHOCTI; 17.
OpaTH y4acTh y 3aHATTAX CHOPTOM 1 (pi3W4HINA MiAroToBIl; 18. KOHCYIBTALT 11010
rmanyBaHHs ciM’i 19. 310poB’s 1100poOyT cimeit; 20. po3pobka mporpam s
JIIBYAT 1 KIHOK, SIK1 TIEPEIYaCHO 3aTUIIIIN IIKOJTY.

5. Read the text and translate it into your native language. Fill in the gaps
with the missing words.

adaptation staff planning

coeducation equality field

revision training opportunities

drop-out elimination literacy

pre-school establishments premises
States Parties shall take all appropriate measures to discrimination

against
in the field of employment in order to ensure, on a basis of equality
of men and women, the same rights, in particular:

(@) The right to work as right of all human beings:

(b) The right to the same employment opportunities, including the
application of the same criteria for selection in matters of employment;

(c) The right to free choice of profession and , the right to
promotion, job security and all benefits and conditions of service and the right to
receive vocational training and retraining, including , advanced vocational

and recurrent training;

(d) The right to equal , including benefits, and to equal treatment in
respect of work of equal value, as well as equality of treatment in the of
the quality of work;

(e) The right to social security, particularly in cases of retirement,
unemployment, sickness, invalidity and old age and other to work, as well
as the right to paid leave;

(f) The right to protection of health and to safety in working conditions,
including the safeguarding of the function of .. In order to prevent
discrimination against women on the grounds of marriage or maternity and to

their effective right to work, States Parties shall take measures:

(@) To prohibit, the imposition of sanctions, dismissal on the
grounds of or of maternity leave and discrimination in dismissals on the
basis of marital status;

(To introduce maternity leave with pay or with comparable social benefits
without loss of former employment, seniority or ;

(c) To encourage the provision of the necessary supporting social services to
enable parents to combine family obligations with work responsibilities and
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participation in public life, in particular through promoting the establishment and
development of a network of child-care facilities;

To provide special protection to women during pregnancy in types of work
proved to be harmful to them. Protective legislation relating to matters covered in
this article shall be reviewed periodically in the light of scientific and technological
knowledge and shall be revised, repealed or extended as necessary.

6. Translate the following texts into English. Work in pairs.

3aoxodyBaTy HaJaHHSI HEOOXITHUX JOJATKOBHUX COIIAIBHUX MOCTYT 3 THM,
mo0 03BOJUTH OaThbKaM TIOEJHYBAaTH BHKOHAHHS CIMEHHHX OOOB’SI3KIB 3
TPYJIOBOIO MISUTBHICTIO Ta YYacTIO B TPOMAJICBKOMY JKHTTi, 30KpeMa, MUIIXOM
CTBOPCHHSI 1 PO3MIUPEHHS MEPEXKi 3aKIadiB I JOTsAy 3a niThMu. [IpaBo Ha
BUTbHUI BUOIp mpodecii un poay poOOTH, Ha IPOCYBAHHA MO CITYKO01 Ta rapaHTio
3aMHATOCTI, & TaKOXK Ha KOPUCTYBAHHS BCiMa MiJIbraMu 1 ymMoBaMu poOOTH, Ha
olepkaHHs TpodeciiiHoi MIATOTOBKM Ta Ha MEPEHiAroTOBKY, BKIIIOYAIOYH
YYHIBCTBO, Ha (paxoBy MiJIFTOTOBKY M1JBUIIEHOTO PIBHS Ta PETYJISPHE M1BUIICHHS
kBamdikarii. [IpaBo Ha mpairo, sIK HEBi'eMHE MpaBo Bcix jdrojei. [IpaBo Ha
OJIHAKOB1 MOKJIMBOCTI MpU HalMaHHI Ha PoOOTYy, B TOMY YHCII 3aCTOCYBaHHS
OJIHAaKOBHX KpuUTEepiiB BUOOpYy mpu HaiiManHi. [IpaBo Ha OXOpOHY 370pOB’s Ta
Oe3neyHi yMOBM Tpaill, BKIIOYAIOYM 3aXUCT PENPOAYKTHBHOI  (DyHKIIII.
3a00pOHUTH, ITiJ 3arpo30l0 3aCTOCYBaHHS CaHKIIIM, 3BIILHEHHS 3 POOOTH Ha
MiJCTaBl BariTHOCTI ab0 MEKPETHOI BIAMYCTKH 1 JUCKPHUMIHAIIIO 3 OTIATY Ha
CiIMEHHWI CTaH TpW 3BUIbHEHHI. BBecTH orutadyBaHi ACKPETHI BIIITyCTKHA abo
JEKPETHI BIAMYCTKH 3 BIANOBIAHUMH COIlIAJIbHUMHM TiJbraMu O€3 BTpaTu
MONEPETHHOT0 MicLisl pOOOTH, CTaXXy poOoTH ad0 coliabHOI gJonmoMoru. [IpaBo Ha
OJIHAKOBY BHUHAropojJly 3a Mpallo, BKIIOYAIOYU OJICp’KaHHS MiJbI, Ha OJHAKOBI
YMOBHU IIOJI0 OAHAKOBOI Ipalli, a TaKOX Ha OJHAKOBHH IMIJIXIJ JIO OIIHKH SIKOCTI
pobotu. IlpaBo Ha comianbHe 3a0e3MeUeHHs, 30KpeMa IMpH BUXOJl Ha IEHCIIO,
6e3po0iTTi, XBOpoOi, 1HBAIIIHOCTI, MO CTApPOCTI Ta B IHIIWX BUMAJKaX BTPATH
Mpare3aTHOCTI, a TAKOX MPaBO Ha OTUIaYyBaHy BIAMYCTKY.

7. Translate the following words and word combinations into Ukrainian.

1. right to promotion, job security and all benefits and conditions of service;
2. right to social security, particularly in cases of retirement, unemployment,
sickness, invalidity and old age and other incapacity to work; 3. recurrent training;
4. right to free choice of profession and employment; 5. right to receive vocational
training and retraining; 6. right to equal remuneration, including benefits, and to
equal treatment in respect of work of equal value; 7. advanced vocational training;
8. right to the same employment opportunities, including the application of the
same criteria for selection in matters of employment; 9. safeguarding of the
function of reproduction; 10. right to protection of health and to safety in working
conditions; 11. apprenticeship; 12. dismissals on the basis of marital status; 13.
provision of the necessary supporting social services: 14. combine family
obligations with work responsibilities; 15. provide special protection to women
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during pregnancy in types of work proved to be harmful to them; 16. introduce
maternity leave with pay or with comparable social benefits; 17. establishment and
development of a network of child-care facilities; 18. dismissal on the grounds of
pregnancy or of maternity leave; 19. loss of former employment, seniority or social
allowances; 20. right to work as an inalienable right of all human beings; 21. in the
light of scientific and technological knowledge; 22. in the field of employment.

8. Translate the articles on the Labour Organisation Convention:
Article 1

1. The States Parties to the present Covenant undertake to ensure:

(a) The right of everyone to form trade unions and join the trade union of his
choice, subject only to the rules of the organization concerned, for the promotion
and protection of his economic and social interests. No restrictions may be placed
on the exercise of this right other than those prescribed by law and which are
necessary in a democratic society in the interests of national security or public
order or for the protection of the rights and freedoms of others;

(b) The right of trade unions to establish national federations or
confederations and the right of the latter to form or join international trade-union
organizations;

(c) The right of trade unions to function freely subject to no limitations other
than those prescribed by law and which are necessary in a democratic society in
the interests of national security or public order or for the protection of the rights
and freedoms of others;

(d) The right to strike, provided that it is exercised in conformity with the
laws of the particular country.

2. This article shall not prevent the imposition of lawful restrictions on the
exercise

of these rights by members of the armed forces or of the police or of the
administration of the State.

3. Nothing in this article shall authorize States Parties to the International
Labour

Organisation Convention of 1948 concerning Freedom of Association and
Protection of the Right to Organize to take legislative measures which would
prejudice, or apply the law in such a manner as would prejudice, the guarantees
provided for in that Convention.

Article 2

The States Parties to the present Covenant recognize the right of everyone to
the

enjoyment of just and favourable conditions of work which ensure, in
particular:

(a) Remuneration which provides all workers, as a minimum, with:

(I) Fair wages and equal remuneration for work of equal value without
distinction of any kind, in particular women being guaranteed conditions of work
not inferior to those enjoyed by men, with equal pay for equal work; A decent
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living for themselves and their families in accordance with the provisions of the
present Covenant;

(b) Safe and healthy working conditions;

(c) Equal opportunity for everyone to be promoted in his employment to an
appropriate higher level, subject to no considerations other than those of seniority
and competence;

(d) Rest, leisure and reasonable limitation of working hours and periodic
holidays with pay, as well as remuneration for public holidays.

The States Parties to the present Covenant recognize the right of everyone to
social security, including social insurance.

1. The States Parties to the present Covenant recognize the right of everyone
to the enjoyment of the highest attainable standard of physical and mental health.

2. The steps to be taken by the States Parties to the present Covenant to
achieve the full realization of this right shall include those necessary for:

(@) The provision for the reduction of the stillbirth-rate and of infant
mortality and for the healthy development of the child;

(b) The improvement of all aspects of environmental and industrial hygiene;

(c) The prevention, treatment and control of epidemic, endemic,
occupational and other diseases;

(d) The creation of conditions which would assure to all medical service and
medical attention in the event of sickness.

9. Translate the following texts into English. Work in pairs.
Crarra 1

1. depxaBwu, siki 6epyTh ydacTb y 1[boMy [lakTi, BUBHAIOTh MPABO KOKHOTO
Ha JIOCTATHIM XUTTEBUM PIBEHb ISl HHOTO 1 MOro CiM’i, BKIIFOYAIOUM JIOCTATHE
3a0e3neueHHss xapuyyBaHHsAM (adequate food), omsirom 1 XKUTJIOM, 1 Ha crajne
nouiniieHHs  (continuous improvement ) yMOB KHUTTS. Jlep’kaBU-y4yacHHUIl
BXXMBYTh HaJCKHUX 3aXOJIB IMOJ0 3a0e3reueHHs 3I1MCHEHHS IhOT0o IIpaBa,
BU3HAIOUM BAXJIMBE 3HAYCHHS, SKE€ Ma€ B IIbOMY BIJHOIICHHI MiXKHApOHA
CHIBIIpaIls, 10 IPYHTYETHCS HA MPUHIIMIT TOOPOBUTEHOCTI.

2. JlepxaBwu, siki OepyTh y4acTh y 1iboMy llakTi, BU3HAIOUM OCHOBHE IMPaBO
KOKHOI JIFOJMHU Ha CBOOOJY BijJ TOJIOAY, MOBHHHI BXXHBATH HEOOXITHHX 3aXO0JiB
(IHAMBIAYaJBHO 1 B paMKaxX MIKHApOJHOI CIIBIpalll), Kl 0 BKIIOYAIN peani3amito
KOHKPETHHX TPOTrpam JjIsl TOTo, 1100:

) TOJIIIIIMTH METOIU BUPOOHUIITBA, 30epiranHs 1 po3noauty (distribution)
MIPOYKTIB XapuyBaHHS MIISAXOM ITUPOKOTO BHKOPHUCTAHHS TEXHIYHUX 1 HAYKOBUX
3HaHb, IOIIMPECHHS 3HaHb TPO TPHUHIUIN Xap4dyBaHHS 1 BIOCKOHAJICHHS a0o
pedopMu arpapHUX CUCTEM TaKUM YMHOM, a0u 3a0e3MeYuTH HaOUIbil €(h)eKTUBHE
OCBOEHHS 1 BUKOPUCTAHHSI IPUPOJTHUX PECYPCIB.

0) 3a0e3neynT CrpaBeITUBUN PO3MOJLIT CBITOBUX 3aIaciB MPOJOBOJILCTBA,
BIJIMOBITHO J10 TOTpeO 1 3 ypaxyBaHHSAM MpoOJeM KpaiH, sIKi IMIIOPTYIOTH 1
eKCIOPTYIOTh Xap4oBi mpoayktu (food-importing and food-exporting countries).
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Crarrs 2

1. epxaBu, mo OepyTh ydacTb y 1boMy [lakTi, BU3BHAIOTH MPaBO KOXKHOI
JIIOJIMHU Ha OCBITY. BOHM MOroJIKYIOThCS, 1[0 OCBITa MIOBUHHA CIIPSIMOBYBATHCS Ha
MTOBHMM PO3BUTOK JIFOJACHKOI 0COOM Ta YCBIJIOMJICHHS 1i T1JTHOCTI 1 Ma€ 3MIITHIOBATH
MoBary Jio Mpas JIIOAWHYU 1 OCHOBHUX cBO0O0. BoHM, Aaii, MOTOMKYIOTECS B TOMY,
10 OCBITa MMOBUHHA KOKHOMY JIaTH MOXJIUBICTh OyTH KOPUCHUM YJICHOM BIJILHOTO
CYCIJIbCTBA, CIPHATH PO3BUTKY B3a€EMOPO3YMiHHs, Teprumocti (tolerance) i
JIPY)OM MK yciMa HallisIMH, PACOBHMH, €THIYHUMH Ta PEIITIHHUMU TPyMamH, a
TakoX crpusaTy 3yciuisiM Opranizanii O0’ennannx Harriil mo miaTpuMaHHIO MUPY
(maintenance of peace).

2. JlepxaBu, 1m0 OepyTh y4acTh y 1iboMy [lakTi, BU3HAIOTH, IO JJII TIOBHOTO
3MIMCHEHHS [ILOTO IIpaBa:

a) MOYaTKOBA OCBITa MOBUHHA OYTH 000B’s3K0BA 1 O€3KOIITOBHA IS BCIX;

b) cepents ocBiTa B 11 pi3HHX (opMax, BKIIOYAIOUN MPOPECIHHO-TEXHIUHY
cepenHto ocBiTy (vocational secondary education), mMae OyTH BiIKpUTOIO i
JIOCTYITHOIO JIJIi KOKHOTO BHACHIJIOK BXKHBAaHHA BCIX HEOOXITHUX 3aXOMiB 1,
30KpeMa, MOCTYIOBOrO 3ampoBa/pKeHHs (progressive introduction) 6e3kormToBHOT
OCBITH;

C) BHUIIAa OCBiTa MOBHMHHA OYTH OJHAKOBO JOCTYITHOKO JUIS BCiX HA OCHOBI
3M10HOCTEM KOXHOTO IIJISIXOM BXKHTTS BCIX HEOOXIJIHMX 3axXOJiB 1, 30KpeMa,
MOCTYTIOBOTO 3apOBaKEHHST OE3KOIITOBHOT OCBITH;

d) 6asoBa ocsira (fundamental education) moBMHHA MO MOXKIIMBOCTI
3a0Xx04yBaTUCA a00 IHTEHCU(DIKYBATHUCS IO BIIHOMIEHHIO O THX, XTO HE TPOXOIUB
YU HE 3aKIHYMB TOBHOT'O KypCy NOYaTKOBOI OCBITH;

€) Ma€ akTUBHO MPOBOJAMTHUCS PO3BUTOK MEPEXI 3aKJIaIB OCBITH YCIX
piBHIB, NMOBUHHA OYTH BCTAHOBJIEHA 3aJI0BJIbHA CHCTEMa CTUICHIIA 1 MaroTh
MOCTIIHO MOJIMIITYBAaTUCS MaTepialibHI YMOBH Mpalll BUKJIA1a4iB.

3. llepxaBu, 110 OepyTh ydacTh y 11boMy [lakTi, 3000B’A3yIOThCS MOBaXKaTH
cB0OOy 0aThKiB Ta (Y BIAMOBIAHMX BUMAAKAX) 3aKOHHHUX OMIKYHIB OOUpaTH IS
BJIACHMX JITeH HE TUIbKHU IIKOJIH, 3alpOBaJKCHI JICPXKABHOKO BJIAJ0I0, a W 1HIII
3aKJIaJd OCBITH, IO BIAMOBIIAIOTH TOMY MIHIMyMY BHUMOT IIOJO OCBITH, SKUUH
BCTAHOBJICHO UM 3aTBEP/KEHO JIEPKaBOI0, 1 3a0e3MeuyBaTH pelliriiHe Ta MopaibHe
BHUXOBAHHS CBOIX JIITCH BIAMOBIIHO 0 BIACHUX ITEPEKOHAHD (CONVictions).

4. Konna yacthHa IIi€i CTAaTTI HE MOBUHHA TiymauduTucs (construe) y
PO3yMIHHI 0OMEXEHHS CBOOOJM OKPEMHX OCI0 Ta YCTaHOB CTBOPIOBATH HaBYAJIbHI
3aKMaad 1 KEpyBaTH HHUMHM 3a HE3MIHHOI YMOBHU JOJCp)KaHHS TPHHIIMIIB,
BHUKJIQJICHUX Yy MYHKTi 1 I1i€l cTarTi, i BUMOTH, OO OCBiTa, SKY JAOTh Y TaKHUX
3aKjajax, BIAMOBIAAIa TOMY MIHIMyMY BHUMOT, 110 HOTO MOXKe OyTH BCTaHOBJICHO
JIEPKaBOIO.

10. Read the text and translate it into your native language. Fill in the gaps
with the missing words.

team reciprocal public sector

intensity typically periods
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important similar hours project
curve individual mentor
locked away restricted providing
concerns network fast-paced
warned necessarily patterns
establishing full-time entrenched
colleagues realistic mark
appropriate Impression working year
Challenges of the first graduate job
By Lauren Ahwan
Graduates hoping to make a good in their first job by working long
hours are being that being at the office around the clock actually will
damage their chances of success. Early in a new , many graduates struggle

to adapt from university life to that of being a full-time employee.

It can be the first time in several years an needs to be alert and
working for eight hours or more in a day or be up and out of the house before 9am.

University of SA's Centre for Work + Life director Professor Barbara
Pocock says sensible working hours is one of the most important things
graduates can do to get ahead in their first months on the job. I think (graduates)
have a fairly expectation that their days of going to the pub at four o'clock
are over,” Professor Pocock says. “But they do struggle to set work hours.
“It's not uncommon for people in their 20s and early 30s, who are keen to be using
their skills and want to make their , to work long hours and become
overworked.”

She says there is research and evidence which shows people who work long
hours over long of time or who work under pressure will have some poor
consequences to their health. ”So (working extreme hours) is not the best
way (of getting ahead) because (graduates) won't be doing their best work in the
long run,” she says. ”What is is pacing yourself so that you can give your
best and make a good impression.”

Long work hours are not to graduates. A report by the Centre for
Work + Life last year found more than a quarter of all workers are putting
in at least 48 hours every week. Research also released last year by Graduate
Careers Australia shows graduates in full-time employment work 41 hours
a week.

Professor Pocock says law and engineering graduates, as well as those who
get work within the , often work longer hours. She accepts some graduates
may feel powerless to work a standard 38-hour week in organisations in which a
culture of longer hours is . “Where you can, it's really worth trying to set up
good of work hours,” Professor Pocock says. “Take holidays as they
become due and try to find an employer who is a partner and will listen to
your ”
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Architecture and design firm Hames Sharley prides itself on

opportunities to graduates and has employed six in the past two months

alone. Director David Cooke says all new graduates are provided with a

leader, who acts as a , to ensure they make a successful transition

from study to work. “Graduates shouldn't be to work on their own in an

office all day,” he says. A solo approach doesn't benefit the employer or the

employee. This (architecture and design) is a very demanding profession but also

very rewarding. Our graduates have the opportunity to work on a variety of

projects from day one . . . (and) we ensure graduates are working in a
environment where they can receive the support they need.

Mr Cooke says graduates are encouraged to take advantage of the company's
flexible work arrangements as well as study assistance and professional
development programs.

University of Adelaide graduate Paul Sarno, 26, joined the team at Hames
Sharley last November. He says it can be “a bit daunting” stepping into a busy and
dynamic office environment for the first time. I was putting in in my final
year at university (to that required at work),” he says. (But) I have found there is a
greater to the work at a firm like Hames Sharley. “While I am working on a
variety of projects, it is always in a team environment so | can refer to one of my

at any time.”

Mr Sarno believes a support is critical for anyone making the
transition from university life to the corporate environment. “It's a steep
learning but very invigorating” he says.

11.Read the text and put the headings in the right place.

1.
Tips to ensure sensible working hours:

o Keep track of time. Employees can minimize the mismatch between
actual and desired hours of work by paying close attention to the
hours they work and recording these hours.

e |Individuals who struggle with work-life balance should closely
monitor the time they spend at work. Talk to colleagues about work
hours. Dissatisfaction with work hours is widespread. Individuals may
find it difficult to cope with work-life balance issues in isolation but it
is likely they will find support from their colleagues.

e Find out about existing flexibility arrangements. Many employees are
unaware that flexible arrangements exist in their workplace or feel
pursuing arrangements is not well-regarded by managers. Increased
awareness can increase uptake.

e Signal to employers/unions the importance of time and genuine
flexibility. Workplace flexibility has dominated debates about
industrial relations in Australia for more than two decades but about

83



four in five employees still are dissatisfied with the number of hours
they work.

2.

FOLLOW YOUR INTEREST

An unsuccessful or unfulfilled career usually results when the worker is
unhappy with what they do. A nursing career, for example, may provide secure
lifelong employment but if you do not like helping people, it is unlikely you will
do well or want to go to work. Choose an area you are interested in, then research
the occupation options.

IDENTIFY THE QUALIFICATIONS

Search university, TAFE or registered training organization websites to find
out what qualifications are needed for a job. An interest in money, for example,
could lead to a career as an accountant but staff will need a university degree.
Financial planning may be a better fit for vocationally adept people while a bank
teller is a good job for those wanting an entry-level role.

GET PLENTY OF EXPERIENCE

School or university students can get work experience or industry
placements to test the waters and find out what it is like to work in the field or
check their competency at the job. The Fair Work Act makes it a bit more difficult
for adult workers to legally get work experience but they may be able to get entry-
level work on a casual basis. Approach employers or their human resources staff to
identify the options.

TALK TO STAFF

There often is no better way to find out what the day-to-day life of a job is
than to ask someone who is living it. Most people usually are more than happy to
give their advice to a fledgling recruit. Approach family and friends or email or
telephone strangers or friends of friends in the desired field. Ask them what they
like and dislike about the role, what the working hours are, salary potential, their
regrets and their advice.

DECIDE WHAT IS IMPORTANT

Workers who value a high salary will find a high-paying occupation more
rewarding than staff who prefer to work fewer hours or in a role with less
responsibility. Some industries pay higher than others while skill shortages in
occupations also can affect pay rates. Jobs that require a high level of
qualifications often pay more. Research salary potential online or by reading
CareerOne each week to find roles with the desired pay range.

SEEK FORMAL HELP

Career advisers work for educational institutions, private consultancies and
government, for free or a fee, to help guide people into their career. Services vary
from formal skills testing and development plans to a casual counselling session or
informative chat. Contact the Career Development Association of Australia for
practitioners.
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Women entrepreneurs face unique challenges when starting a business.
Entrepreneurship was once considered a man's territory, but each year, more and
more women set out on the journey to launch and lead their own companies. These
business-savvy ladies inspire other women with dreams of founding startups, but
many female business owners face still face significant obstacles because of their
gender. Female CEOs shared a few of the biggest challenges women entrepreneurs
face today, and how to overcome them.

Women entrepreneurs think they need to act like men.

Most female business owners who have attended networking events can
relate to this scenario: You walk into a crowded seminar and can count the number
of women there on one hand. When women entrepreneurs have to talk business
with primarily male executives, it can be intimidating.

To compensate and protect themselves, women often feel as though they
need to adopt a stereotypically "male" attitude toward business: competitive,
aggressive and sometimes overly harsh. But Hilary Genga, founder and CEO of
women's swimwear company Trunkettes, said this is the wrong approach to take.

"Be yourself, and have confidence in who you are,” Genga said. "Don't try
to be a man. You made it to where you are through hard work and perseverance,
but most importantly, you're there. Don't conform yourself to a man's idea of what
a leader should look like."

Sharon Rowlands, CEO of digital marketing firm ReachLocal, agreed that
confidence is the key to success, even when you're up against a boardroom full of
men. Rowlands noted that when she was a newly appointed CEO, she often felt her
ideas received more scrutiny than those from her male colleagues. However, she
didn't let that discourage her from being a great business leader, she said.

"I had confidence in my abilities to run the business,” Rowlands told
Business News Daily. "l just made sure that any initiative | was trying to move
forward was backed up by a solid business case. | was never unprepared for the
questions that 1 knew would come. | also think many women naturally have
extraordinary common sense, a sharp intuitive sense and a great focus on people.
These are extremely valuable in business and can help to set us apart as leaders."
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Women-owned startups receive significantly less investor funding.

Not every startup founder looks for investors to help his or her business get
off the ground, but those who do know how difficult the pitching process can be.
Raising capital is even more difficult for women-owned firms: A 2014 Babson
College report found that less than 3 percent of venture capital-funded companies
had a female CEO.

Bonnie Crater, CEO and founder of Salesforce performance management
solution Full Circle CRM, said that venture capitalists tend to invest in startups run
by people of their own "tribe" — for instance, a Stanford-educated investor will
want to back a Stanford alumnus's business. This means that VC firms with female
partners are more likely to invest in women-run startups, but according to Babson,
that only accounts for 6 percent of U.S. firms. If a woman is looking for business
investors, Crater advised building confidence through a great team and business
plan.

"Investors are typically looking for businesses that can grow to over $1
billion in valuation,” Crater said. "Think about how to do that. If you have experts
on your founding team that can execute the business operations well, investors will
have confidence in those people. You also need a good product market fit."

Emotions and nurturing skills can affect women's businesses.

Though trying to act like a man doesn't guarantee success for a female
entrepreneur, allowing her "feminine" qualities to stand in the way of getting
things done isn't necessarily recommended, either. By nature, women are more
emotional and nurturing, which can sometimes be a hindrance to running a
business.

"For men, a business is mostly about the bottom line, but for women, it's
more than that," said Delia Passi, CEO of WomenCertified, home of the Women's
Choice Award. "We get emotionally connected, and that can hold us back from
making the tough decisions. Male board members and investors get frustrated
when we're not as quick to fire or make dramatic business changes that could
impact employees' families."

Passi noted that women also tend to place a high premium on building up
relationships that they hope will naturally lead to sales. Connections are highly
important to success, and nurturing strong professional relationships can go a long
way. However, Passi reminded female entrepreneurs to also be direct and stay
focused on their business goals.

Women often lack the support of other female business leaders.

Long before she founded online women's eyewear boutique Rivet & Sway,
CEO Sarah Bryar worked with undergraduate female engineering students at the
Massachusetts Institute of Technology. These "trailblazers,” as Bryar described
them, felt insecure about being in the minority as women who excelled in math and
science, and longed for more camaraderie and support from female peers in their
fields.

"The main challenge for female entrepreneurs is just like the challenge for
female engineering students: There just aren't enough of us,” Bryar told Business
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News Daily. "There aren't enough women to be role models, act as sounding
boards, do deals with — in short, to create normalcy for women in leadership
positions."

Despite the quickly growing number of female executives and business
owners, finding fellow women entrepreneurs to connect with isn't always easy.
Women-focused networking events like American Express OPEN's CEO
BootCamp are good places to start, as well as online forums and groups
specifically created for women in business.

"Opportunities to lead do exist for women," Bryar said. "We just need to
continue to support and promote women in the limelight to encourage others to
come along for the ride."

Many women have to balance raising families with running their businesses.

Work-life balance is often a goal of entrepreneurs across the board, but
mothers who start businesses have to simultaneously run their families and their
companies.

"Being a mother while running a business is very challenging,” Genga said.
"There are ways to balance your time, but the perception is that you could be more
effective running your business if you didn't have to deal with kids."

Genga said she has learned to not take shortcomings on either front too
seriously, and to not beat herself up over the little things, like missing a class trip
with her children. "Momtrepreneurs™ have dual responsibilities to their businesses
and to their families, and finding ways to devote time to both is key to truly
achieving that elusive work-life balance.

Women entrepreneurs are afraid of failure.

According to Babson College's 2012 Global Entrepreneur Monitor, the fear
of failure is the top concern of women who launch startups. Failure is a very real
possibility in any business venture, but Passi said it shouldn't be viewed as
negative.

"You need to have massive failure to have massive success," Passi said.
"You may need 100 'no's' to get one 'yes," but that one 'yes' will make you more
successful tomorrow than you were today."

Bryar offered similar advice for female entrepreneurs, encouraging them to
work through the moments of self-doubt that every business owner faces.

"Work hard at ignoring that inner voice that may discourage taking action,
speaking up or getting outside your comfort zone," she said. "It's something |
struggle with myself, but | know fundamentally that I wouldn't be a CEO today if |
hadn't taken chances to assert myself."

Summary:

New research shows the importance of social support for women preparing
for STEM careers. "Gender stereotypes manifest in a variety of ways in a work
environment, such as conflicting role expectations, a lack of authority and a variety
of small, interpersonal cues that signal the potential bias against women," writes
one expert. "It is common for organizations to promote policies against blatant acts
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of discrimination and sexual harassment, but it is less common for them to
recognize the unconscious acts of bias that frequently occur."

It’s a given that any woman having children will take some time off work to
raise them. Some women jump back to their jobs right away, while others take an
extended leave in order to spend several years with their children before returning
to work. Those who leave work for a lengthier time, though, have found bigger
challenges getting back into the work force.

At one end of the spectrum, Toronto mom Rindy Bradshaw built a career as
an advertising account executive with the firm Ogilvy & Mather in London, took a
dozen years off to be with her children and transitioned back to work as a program
director for a Toronto-based non-profit. that uses puppets to teach kids about
acceptance of differences and disabilities. At the other end, lawyer Carrie Mandel
took just 12 weeks’ maternity leave with each of her two daughters and is now a
partner with executive recruitment firm Odgers Berndtson, based in Toronto and
New York.

Just how women re-enter the work force after a long leave became a hot
topic this summer when writer Judith Warner wrote a piece in New York Times
Magazine: “The Opt-out Generation Wants Back In.” In it, Ms. Warner
interviewed women who had given up promising careers to stay at home and raise
their children. She found that many women had difficulty re-entering the labour
force, particularly those who did not have the highest education levels or highly
connected social networks, or those who had divorced. Her article was a follow-up
to a controversial 2003 article in the magazine by Lisa Belkin called “The Opt-out
Revolution,” in which Ms. Belkin said women were voluntarily choosing to give
up their careers in favour of family.

Since then, the workplace has changed. While the stigma around women
earning more than their partners has eased, and some employers are more flexible,
jobs are less secure. The challenge of negotiating a return from leave, however,
remains a constant.

“Women who return to work after a leave tend to get marginalized or
sidelined, and a lot of this is an implicit or benevolent form of bias where people
are trying to be nice by not giving women more challenging assignments or
passing them over for promotion because they don’t want to stress them out,” says
Jennifer Berdahl, a professor of organizational behaviour at the University of
Toronto’s Rotman School of Management.

For women looking to avoid the sidelines upon their return to work — and
workplaces interested in capitalizing on their talents — communication are key
factors.

“Workplaces shouldn’t assume that all mothers are the same,” Ms. Berdahl
says. “Some want to hit the ground and run, others might want to scale back.
[Managers should] work actively with women instead of assuming what they
want.” She adds that women should also initiate these discussions.
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Ms. Mandel, who has also written a book called Breaking Through: Tales
from the Top Canadian Women General Counsel, says she interviewed women
who successfully negotiated getting off the law partner track — and back on.

“The more you can do to stay connected, the easier it will be when you come
back,” says Ms. Mandel. “Hopefully you’re working for a firm where people on
the inside get that, and help you stay connected in ways that are not intrusive on
your maternity leave time, including you on e-mails to keep you in the loop,
flagging developments you might have missed.”

In-person connections are also be important, says Donna Spencer, a former
sales manager who took five years off to raise her children and retrained as a
consultant for Investors Group Financial Services. “When you have time off, you
want to be always investing in yourself, networking and connecting,” she says.

For some women, particularly those on a longer-term leave, contemplating a
return to the work force prompts self-reflection. Sue Austin is a coach with At the
Junction Consulting, a Toronto-based organization that runs a seven-week
workshop called “Your next chapter” to help women plan their return to work. She
asks clients to think about the big picture. “What are the factors that are driving
you to get back into work force and how do you define balance?” she asks.

She also encourages women to identify skills they developed while away
from their jobs, such as those developed volunteering. “These women have
managed budgets, looked after multiple stakeholders, worked with volunteers in
collaborative ways,” she says.

Ms. Austin’s client, Ms. Bradshaw, for instance, volunteered with her
children’s school and her church, community involvement that influenced her
transition from advertising to non-profit work. “It was a rich time because I was
with my kids but I really felt | was also making a big contribution, and learning a
lot,” says Ms. Bradshaw.

While those who take longer leaves risk their skills and contacts becoming
stale, employers also risk losing talented and experienced employees. This is
particularly prevalent in professions with billable hours. “After having kids, people
are starting to leave those jobs. They are just so hostile to family life,” Ms. Berdahl
says.

Those who have successfully waded back into the working world say
planning ahead is key. “Have a goal in mind and a plan,” Ms. Spencer says. “Think
about what you have, what are the benefits of leaving, what is your goal down the
road, and what is your plan to get back in.”

Mary Jean Amon, a doctoral student in the University of Cincinnati’s
psychology program.

Credit: Image courtesy of University of Cincinnati

As a national push continues to recruit talented girls and young women into
math- and science-related careers, a new study underlines the importance of
mentoring and other social support systems for women pursuing those research
professions.
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Mary Jean Amon, a doctoral student in the University of Cincinnati's
psychology program, presented her findings at the annual convention of the
American Psychological Association in Washington, D.C.

Amon's study uncovered three themes that emerged as women examined the
effects of gender stereotypes in STEM fields: career strategies, barriers to
achievement and buffering strategies.

"Gender stereotypes manifest in a variety of ways in a work environment,
such as conflicting role expectations, a lack of authority and a variety of small,
interpersonal cues that signal the potential bias against women," writes Amon. "It
IS common for organizations to promote policies against blatant acts of
discrimination and sexual harassment, but it is less common for them to recognize
the unconscious acts of bias that frequently occur."

Amon says as a result, the women in the study revealed how they played
distinct roles within different contexts, remaining vigilant to cues regarding
gender-role expectations.

Amon's study focused on 46 female graduate students working toward
STEM careers -- male-dominated fields that demand expertise in science,
technology, engineering, math and medicine. The study group was participating in
STEM leadership workshops at a research university.

Amon used a research tool called PhotoVoice to gather accounts from
female graduate students in the STEM disciplines. She calls PhotoVoice an
emerging research tool that encourages study participants to use photography to
detail experiences and express opinions. "It's an approach to learning about a
community and their experiences, and often the findings are translated into
policies," explains Amon.

Gender stereotypes were identified through discussions involving conflicting
role expectations, feelings of a lack of authority and interpersonal cues indicating
gender bias.

The study revealed that social support systems -- encouragement from
research advisors as well as family and friends -- played a key role in helping
women overcome challenges in these male-dominated professions. "I was
surprised at the major role that social supports took in helping women persevere in
these fields," says Amon. "They were very sensitive to their mentor's feedback. |
think that's true for the general population in research fields. However, when these
women reported having lower confidence and higher perfectionism and their
mentors were offering negative feedback or just weren't around, these women felt
like they took a major hit.

"On the other hand, even in the face of failure, if their mentor told them it
was all OK, that would really smooth over their personal turmoil about pursuing
their career,"” says Amon.

Amon suggests additional diversity training to support women in STEM
professions, as well as self-development opportunities to increase the motivation of
women entering these fields over applied work or teaching. The paper also
suggests initiatives such as mentoring programs, flexible work hours or maternity
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and paternity leave, to bolster the STEM employee's support network and sense of
work-and-life balance.

Amon is planning future research involving best practices for promoting
women and men in STEM professions.

4,

Participants ranged in age from 21 to 51, with the average age being 29.
Sixty-four percent of the study participants were white; 22 percent Asian; 4 percent
identified as black; 4 percent Hispanic; 4 percent multiracial and 2 percent Native
American. Thirty-five percent of the sample was represented by international
students from 11 different countries. Fifty percent of the participants were pursuing
fields in the natural sciences; 28 percent were studying medicine and health; and
22 percent were pursuing careers in engineering.

Gender equality is a pillar of global development. That’s why Devex hosted
a webinar last week to discuss how gender has played a dominant role in
development interventions since the 1970s and the many career paths available to
work on this hot topic.

A recording of the webinar, “Gender-focused careers in international
development,” will be available on the Devex website shortly.

One thing that came though in the webinar was that mainstreaming gender
into development programs has become common practice. The benefits for doing
so are so accepted, they aren’t even up for debate.

But as an industry, do we practice what we preach?

| recently participated in an online discussion with the Guardian that asked
the question: What does “leaning in” for women working in development look
like? Most everyone is well aware of Facebook Chief Operating Officer Sheryl
Sandberg’s book, “Lean in,” which this year has sparked much debate over how
women should — or should not — exert themselves in the workplace to have a
“seat at the table.”

While | think international development is ahead of some other industries in
female representation at the top, it still often seems like the domain of (typically
white) men.

Some of the challenges that affect women who work outside of the home can
become magnified when working in global development, particularly with kids.
Business travel isn’t a quick night or two away but usually involves long jaunts
across the globe that may last weeks or even months. Travel affects fathers too, of
course, but with women still statistically the dominant caretaker of children —
even when they work outside of the home — frequent and long periods of travel
can be more challenging for women to juggle than their male counterparts.

I’m a mother of two little girls, and I recall one overseas trip where I was
asked frequently, “Who is taking care of your kids?” My male colleagues standing
beside me who were also fathers didn’t once receive this question. Conversely,
whenever | travel overseas, people are incredulous that my husband can handle the
kids on his own, insisting surely someone — typically a woman like one of our
mothers — must be swooping in to help. When he travels and I’m left behind with

91




the kids, no one bats an eye. While I don’t think the questioners mean any harm, it
Is demonstrative of the prevailing attitude across most cultures that women are the
primary caregivers.

In order to advance into leadership positions in global development — either
within an international NGO, consulting firm or major multilateral like the United
Nations — professionals typically must spend at least part of their career in the
field. Many organizations require — or expect — part of that time to be spent in
conflict zones, typically unaccompanied posts where your family is not allowed to
come along. Even when posted in locations where family can follow, men are less
likely to follow their wives to the field if it means their careers will need to take a
back seat.

Some of the international institutions Devex provides recruiting services to
cite this as a major factor in attracting women to their organization. Most career-
driven women tend to pick similarly career-minded spouses. Field locations do not
typically have a booming global industry where a spouse can easily swoop in and
find a job. While women in leadership positions can be stigmatized for spending
too much time away from their family, men too get stigmatized should they choose
to take a step back in their career or become a primary caregiver.

Many couples manage these challenges by “taking turns.” One spouse will
take a job and the other will follow and then a couple of years later, they switch.
This can work well for many couples, though often it means both of their careers
take a hit. Gaps on a resume are a read hurdle to employment and can be even
more so for a man, again because of the stigma against men who take time off.

At Devex, we work with spouse support groups at several international
organizations. They report a greater reluctance from male spouses in seeking out
career advice and job support services. They are more likely to feel embarrassed to
ask for help and often feel out of place among a more female-dominant network of
Spouses.

The international nature of our work doesn’t only affect wives and mothers.
Recruiters from one international organization we work with told me they also
struggle attracting single women. Many of these women are hoping to find a
spouse and do not consider the job locations to be a prime locale for meeting
eligible bachelors. Or they may be less likely to take on assignments in insecure
places without a support network with them.

Another challenge: Professionals in global development are frequently
working alongside other cultures which may have different norms, laws and
prejudices against women and their standing in society. Often, expat women are
considered differently than local women (placed somewhere between a man and a
local woman on the social standing ladder). It can make managing multicultural
staff a more challenging prospect. Yet being a strong manager is key to advancing
in the field. (Not to mention we need local female leaders as much if not more than
expat ones.)

So how do we solve the gender gap? I won’t pretend to have the answers.
But | do think we should start by looking at how the realities of global
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development work can affect women — and men — and their ability to advance
their careers.

What other challenges do you see women face working in the global
development industry? What have been your experiences? How do you think we
can provide better support to women and men to encourage more equality across
gender in leadership positions?

a)  Firstjobs.

b)  Challenges Women Entrepreneurs Face (and How to Overcome Them).
c)  Study Demographics.

d)  How to choose what to do for the rest of your life.

12. You are going to read an extract from an article about benefits in
Career breaks for women. Seven sentences have been removed from the
article. Choose from the sentences A-H the one which fits each gap (8-14).
There is one extra sentence which you do not need to use.
A A survey of 115 state and territory finalists of the 2013 Telstra
Business Women’s Awards found that over half, 55%, said that taking
time out could be positive.
B But who do you turn to for help when you’ve got a rapidly expanding
enterprise on your hands and no experience of running a company?
C She spent two years in the UK with her spouse.
D She says both females and males find it challenging returning to
work after a break, as the company may have progressed and it takes
effort to get up to date.
E She says both females and males find it challenging returning to
work after a break, as the company may have progressed and it takes
effort to get up to date.
F The code falls in line with Business Council of Australia’s push to
improve the recruitment and promotional opportunities for women in
senior roles.
G It covers the lifecycle of an executive search campaign, including
assisting clients with diversity protocols, to identifying female
candidates, and induction.
H The survey found that 36% said a career break lead them to try
something different to their usual profession.

Career breaks for women have benefits despite the challenges

Australian business women have revealed that an extended break from work
does not always have a negative impact on their future career.1.

They reported that it enables time to reassess life goals and career goals,
while 87% agreed that taking parental leave could be a catalyst for launching their
own business.

2.
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These career breaks may be taken for maternity leave, study leave, extended
travel or other personal reasons. However, despite some of the positive potential of
career breaks, the survey found that old issues remain prevalent.

It found 89% of respondents say women face challenges when returning to
work after a career break. Forty per cent of women find it difficult to return to the
workforce at the same level as they were at before the break, while 33% believed
career break impacts negatively on wealth creation.

Manager of marine environment salvage and intervention at the Australian
Maritime Safety Authority, and the 2012 ACT Telstra Young Business Women’s
Award winner Jocelyn Parsons once took a career break after eight years in the
Navy.

She told SmartCompany this morning it was the first time she’d had the
chance to step outside of the Navy environment and explore new things.

3.

“It was a positive for me, | had joined the Navy at 17 years old, and wanted
to look for experience elsewhere,” she says. While it proved a positive opportunity
for Parsons, she is aware that many businesses still view letting someone take
leave for personal growth, whether it be male or female, as a risk.

“Most employers will see it as a loss... they’ve got to make a business
decision to take the hit,” she says. However, Parsons says if employers and
employees can work collaboratively, it can be a huge benefit to the company when
the employee returns, armed with new skills and life experience. 4.

“It requires support and respect... but businesses should recognise the
positives,” she says. For business owners, the challenge of taking a career break of
their own can be more about how to keep operations running smoothly when they
are not there.

The managing director of Carman’s Fine Foods, Carolyn Creswell, who won
the 2012 Telstra Australian Business Woman of the Year award, doesn’t think
women should avoid a necessary career break if well planned. 5.

“It’s amazing how dispensable you are,” she said. “When you have great
people at work, the business just keeps going.” The survey was undertaken in the
lead-up to the national finals of the Telstra Business Women’s Awards in
Melbourne on November 14.

The findings come as a group of executive search firms have announced
their commitment to a voluntary code of practice to improve women’s participation
in business.6.

The voluntary code has seven key principals of best practice to assist in
improving gender balance in senior teams.7.

The businesses committed to the code include Egon Zehnder, Heidrick &
Struggles, Korn/Ferry, Russell Reynolds and Spencer Stuart. 8 .
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13. Read the article and answer the questions.
The Special Challenges Women Face in Business

Much as we’d like it otherwise, women are still facing obstacles that men
are not. Yes, we’ve made progress...but there’s a lot more to be done before we
can drop the phrase “special challenges”.

So what’s the problem?

For one, we are still earning less than our male counterparts. In a Boston
Globe article titled, Gap shrinking, but women still working for less/Study cites
gains; disparity lingers, 3/4/04, staff writer, Diane E. Lewis refers to a new study
presented at the Federal Reserve Bank of Boston the previous day. She states, “The
pay gap between young men and women is smaller than it's ever been, but women
still face an uphill climb in the workplace, (according to a new study presented
yesterday)”

So, while the gap is smaller, it’s still a gap...and the women are on the
wrong side. However, there are other challenges besides wages. For example:

Many professional women on the way up still feel the need to prove
themselves. Not just to colleagues (male or female) but to themselves. These are
the women you see who are totally driven. Success at any cost. The career comes
before anything else. All too often the cost is one’s personal life.

A vast majority of women are still attempting to do it all — have a successful
career, be a fabulous parent and spouse, run a household and still have time for
other interests. How exactly you do this? Give up sleep entirely?

Find some women who are really “doing it all”. I’ve met a few. They’re
incredibly stressed and questioning what exactly are they doing with their lives.
They either feel they’re neglecting their children. Or they’ve decided to remain
childless in order to focus on their careers. This could be why we’re starting to see
more and more professional women telecommuting, working flex time or even
getting off the job track for a few years to be stay-at-home moms. They want to do
one thing well and for many that means choosing to be with their children.

Women CEOQO’s are still in the minority, which means fewer mentors for the
younger women on the way up. And, of course, many who’ve made it to the top
are all too often labeled tough, hard, difficult, cold. In other words, possessing the
same skills as their successful male counterparts. Those traits that are desirable in
men are still seen as negative in women. Come on. If Martha Stewart were a man,
would she be going to prison? | doubt it.

Maybe once we stop setting up our own obstacles (the need to do it all, the
need to do it better, etc) and using challenges as learning experiences, we can
rewrite the definition. Challenge is a positive when it helps us grow.

1. Is there any gap in wages between men and women in Ukraine? Compare
with America.

2. What can you say about women who manage to cope with both career and
family? Is it hard to your mind? What are your personal life objectives and
priorities?
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3. Give your own examples of challenges women face on their place of
employment?
4. In what way challenges can be useful?

14. Render the following text into English.
Tpynosuii gorosip. Konrpakr. TpyaoBa yroga

JloroBip Tpya0BUi - yroja MiXK IPaIliBHUKOM 1 BJIACHUKOM ITiAMPUEMCTBA,
yCTaHOBH, Oprasizaiii ab0 yMOBHOBa)XCHHMM HUM OpraHoOM (Jajli BJIACHHK), 3a
SIKOIO TIPAIIBHUK 3000B'SI3y€ThCS BUKOHYBATH POOOTY, BU3HAUYEHY II€I0 YTOJIO0 3
MIAMOPAIKYBaHHSM  BHYTPIITHEOMY TPYIOBOMY PpO3MOPSAKY, a BIIACHHUK -
BUIIAYYBAaTH TPAIIBHUKOBI 3apo0iTHY IaTy 1 3a0e3medyBaTv YMOBH TIpaili,
HEOOXITHI JUIsI BUKOHAHHS PoOOTH, MepeadadeHi 3aKOHOMABCTBOM TIPO IIparlio,
KOJICKTUBHHUM JIOTOBOPOM H YTOJI0I0 CTOPIH.

TpynoBuit 10TOBip BBAXKAETHCS YKIIAJIEHUM, KOJIU CTOPOHU JOCSTal 3ro/u 3
yCIX YMOB, Y TOMY YHUCJI1 3 000B'SI3KOBHUX Ta JOJaTKOBHX.

[1ix yac ykiaJieHHs] TPYyI0BOTO JIOTOBOPY IPOMAJITHUH 3000B'sI3aHUHN MTOIATH
nacrnopt abo IHIIMWNA JOKYMEHT, IO IOCBIIYYE 0CO0Y, TPYIOBY KHHUXKKY, a Y
BUIAJIKaX, Mepea0aueHnX 3aKOHOJABCTBOM, - TAaKOX JOKYMEHT TpO OCBITY
(cmemianbHICTh, KBai(hiKaIlii0), TPO CTaH 3/I0POB'S Ta 1HIII JOKYMEHTH.

TpynoBuii 1OroBip yKIaga€eThCs SIK B YCHIN, TaK 1 MUCbMOBIH (opMi.

[TucemoBa ¢dopma TpyJOBOTO JOTOBOPY B CYyYaCHHUX YMOBaX € HaWOLIbII
onTUManbHOI0. OCco0IMBO 11 3HAUEHHS 301IBIITYETHCS 31 3pOCTAHHSAM JOTOBIPHOTO
peryJilOBaHHs TMpall Ta PO3IMIMPEHHSIM MpaB MIANPUEMCTB Yy pPEryJIOBaHHI
TPYAOBUX BIJHOCHH, BIJHOCHH IIOAO JOAATKOBOI'O COIIAJIBHOTO 3a0€3MeUYeHHS
MpalliBHUKIB.

TpynoBwuii norosip Moxe OyTH:

- 0€3CTPOKOBUM  TOOTO TaKUM, IO YKJIAJAEThCS HA HEBU3HAUCHHIA
TEPMiH;

- CTPOKOBHM, SIKIIIO TPYAOBI BIIHOCUHU HE MOXYTh OyTH BCTaHOBJICHI
Ha HEBM3HAYECHUM CTPOK 3 ypaxyBaHHSIM XapaKTepy HACTYIHOI poOoTH, a00 yMOB
il BUKOHaHHsS, a00 1HTEpecCiB MpalliBHUKA Ta B 1HIIMX BHUIIaJKaX, MepeadadyeHux
3aKOHOJIJABUMMU aKTAMH;

- MO>K€ YKJIAJJaTUCS HA YaC BUKOHAHHS MIEBHOI POOOTH.

[lin yac yknaaeHHs TPyAOBOTO JIOTOBOPY MOXe OyTH OOYMOBJICHE yTOJ0I0
CTOpIH BUIIPOOYBaHHA 3 METOIO MEPEBIPKU BIAMOBIAHOCTI MpalliBHUKA POOOTI, sKa
Homy nopydaerbes. IIpu boMy ci1iji BpaxoByBaTH, III0 YMOBA MPO BUIPOOYBAHHS
00OB'A3KOBO MOBMHHA OyTH 3acTepekeHa B Hakasl (pO3MOPSAIKEHHI) TIPO
OPUIHATTS Ha poOOTy. SKIIO MpaliBHUK BIAMOBISIETbCS BiJl BUIPOOYBaHHS,
TPYJIOBUI JOTOBIP HE MOYKE BBOKUTHCS YKIIAICHUM.

Ha mepiox BumpoOyBaHHS Ha TpaIliBHUKA MOMIUPIOETHCS 3aKOHOIABCTBO
npo mpamto. lle o3Hagae, mo, 3 OAHOTO OOKY, TMpAaIliBHUK 3000B's3aHUI
BUKOHYBAaTH YCI TPYAOBI OOOB'SI3KH, MOKIAACHI HA HHOTO TPYIOBUM JIOTOBOPOM 1
3aKOHOJIJaBCTBOM, a 3 JAPYroro - BUNPOOYBaHHS HE TATHE HISKUX OOMEKEHb
TPYJIOBUX TPaB MpaIliBHUKA, B TOMY YUCII 1 B pO3Mipi 3apOOITHOT IJIaTH.
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Y mneBHUWX BUMAAKaX BCTAHOBIEHHS BUIMPOOYBaHHS 3aKOHOJIABCTBOM
3a00opoHeHo. Tak, BUMPOOYBaHHS HE BCTAHOBJIIOETHCSA MiJ Yac MNPUUHATTA Ha
poboty: ocib, siki He Jocsarin 18-Tu poKiB; MOJIOIUX POOITHHUKIB IMICIIS 3aKIHUCHHSI
npodecifHMX HaBUYaJbHO-BUXOBHHMX 3aKIaQ/JiB Ta MOJIOJUX CIEIIaTICTIB IiCs
3aKIHUYCHHS BUIIMX HaBUYAJbHUX 3aKJIaJliB (K1 OyJIM IpaleBlIalliTOBaH] Ha ITiICTaBl
HampaBJICHHS Ha po0OoTy); oci0, 3BUIBHEHHWX Y 3amac 3 BIHCBKOBOI YH
albTEpHATUBHOI (HEBIMCHKOBOI™) cly)kOM; 1HBaJIIB, HAMpaBJICHUX Ha POOOTY
BIIMOBIAHO 10 pEKOMEHIAIlI MEIUKO-COIIaIbHOI eKcIepTu3u. BunpoOyBaHHS He
BCTAHOBIIIOETHCS TAaKOX Yy paszl NPUAHATTS HAa poOOTy B IHINY MICHEBICTh 1
nepeBe/icHHsT Ha pPoOOTy Ha IHINE MiANPUEMCTBO, B yYCTaHOBY, OpraHizarliio, a
TaKOX B 1HIIUX BUIAKAX, AKIIO 1€ epea0adeHo 3aKOHO/IaBCTBOM.

Ctpox BUMNpPOOYBaHHS IIiJi 4Yac NPUUHATTA HAa POOOTYy, SKIIO IHIIE HE
BCTAHOBJICHO 3aKOHOJIAaBCTBOM Y KpaiHH, HE MOKE MEPEBUILYBAaTH TPHOX MICALIIB, a
B OKPEMHUX BHIAJKaX, 3a MOTOMKEHHSAM 3 BIJMOBIIHHUM KOMITETOM MHpOdCHiiIKu,-
mecTy MicsuiB. [ poOITHUKIB CTPOK BUMPOOYBAaHHS HE MOKE IMEPEBUIIYBATH
OJIHOTO MicsIls. SIKIIO MpaiiBHUK y Tepioa BUmpoOyBaHHS OyB BIiJCYTHIM Ha
po0OoTI y 3B'SI3Ky 3 THMYAacOBOIO HeEIpale3aaTHICTIO abo 3 IHIIMX ITOBAKHHUX
MPUYUH, CTPOK BUMPOOYBAaHHS MOKE OyTH MPOJOBKEHO Ha BIJMOBIIHY KIJIBKICTh
JTHIB, TIPOTATOM SIKUX BiH OYB BIJICYTHI.

Skmo cTpok BUNPOOYBaHHS 3aKIHYMBCS, a TMPALIBHUK MPOJOBXKYE
MIPAIffOBATH, TO BiH BBAXKAETHCS TAKUM, III0 BUTPUMAaB BUIPOOYBAaHHSI, 1 HACTYITHE
pO3ipBaHHS TPYAOBOTO JOTOBOPY JIOMYCKAETHCS JIUIIE HA 3arajJbHUX IMiJcTaBax. ¥
BUMAJAKY, KOJIM MPOTITOM CTPOKY BUIPOOYBAaHHS BCTAHOBJICHO HEBIJIMOBIAHICTH
npaiiBHUKa po0OTi, Ha SIKy MOro mpHiHATO, poOOTO/IaBelb MA€E MPABO PO3IPBATU
TPYJOBUM JOTOBIP.

[IpunuHEeHHS TPYAOBOTO AOTOBOPY - 1€ OPUANIHUHN (PAKT, IO € IMiICTaBOIO
JUTsL pO3IpBaHHS TPYJOBUX MPaBOBiMHOCUH. [lificTaBaMu MPUIIMHEHHS TPYIOBOTO
JOTOBOPY €: 1) 3roja cTopiH; 2) 3aKiHYEHHS TEPMIHY TPYIOBOTO JOTOBOPY, KpIM
BUIIAJIKIB, KOJIM TPYAOBI BITHOCHMHHM (PaKTUUYHO TPHUBAIOTH 1 JKOAHA 31 CTOPIH HE
MOCTaBMJIa BUMOTY MpO iX MPUIIMHEHHS; 3) MPU30B a00 BCTYN MpalliBHUKA Ha
BIMCHKOBY CIIykOy, HalpaBlieHHsS Ha aJbTEPHATUBHY (HEBIMCHKOBY) CIIyXOy; 4)
PO3ipBaHHS TPYAOBOTO JOTOBOPY 3 iHIIIATUBH MPAI[IBHUKA, 3 1HIIIIaTHBY BJIACHHKA
ab0 YIMOBHOBa)XEHOTO HMM OpraHy, abo Ha BUMOTY MpO(]CHIIIKOBOTO, YK 1HIIIOTO
YIOBHOBR)XCHOTO HAa TMPEJACTABHUIITBO TPYAOBUM KOJCKTUBOM OpraHy; J)
nepeBeICHHs] MpalliBHUKA 3a HOro 3roJ0l0 Ha 1HIIE MiANPUEMCTBO, B YCTAHOBY,
oprasizailiro abo rnepexij Ha BUOOpPHY mocamy.

3MiHa MANOPSAKOBAHOCTI MIANPUEMCTBA, YCTAHOBM, OpraHizaiii He
NpUNMUHSE All TPYAOBOTO JOrOBOpYy. Y pasi 3MiIHM BJIACHHKA MIANPUEMCTBA, a
TaKoXX Yy pas3l Moro peopraHizailii (3IUTTS, NPUETHAHHS, TOAUTY, BUIIJICHHS,
MEPETBOPEHHS) sl  TPYJOBOTO  JOTOBOPY  TMpAaIliBHUKA IPOJOBXKYETHCS.
[TpunuHeHHsT TPYAOBOrO JOTOBOPY 3 IHIIIATHUBU BJIIACHUKA a00 YIMOBHOBAXEHOTO
HUM OpraHy MOXJHMBE JIUIIE y pa3l CKOPOYEHHS YHCEIBHOCTI abo IITary
nparliBHUKIB. [IpariBHUK Ma€ mpaBo po3ipBaTH TPYIOBUN JOTOBIP, YKJIAJICHUA Ha
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HEBU3HAYCHUI CTPOK, MOMEPEAUBIIH PO 1€ BIAaCHUKA a00 yMOBHOBXXCHUN HUM
OpraH MMCbMOBO 3a JIBa THKHI.

TpynoBuii J0roBip, YKJIaJIeHUH Ha HEBU3HAYCHHM CTPOK, a TaKOXK
CTPOKOBHI TPYJOBHI IOTOBIp /10 3aKIHYEHHSI CTPOKY MOT0 YHHHOCTI MOXKYTh OyTH
pO3ipBaHi BJIACHUKOM a00 YMOBHOBa)XKEHHUM HHM OPraHOM JIMIIE y BUMajkax: 1)
3MiH B Opraizaiii BHpPOOHMIITBAa 1 TIpalll, 30Kpema JIKBiJalii, peopraHizarii,
OaHKpyTCcTBa abo0 rmepenpodUIIOBaHHS MIANPUEMCTBA, YCTaHOBH, OpTraHizailii,
CKOPOYEHHS YHCEIIbHOCTI 200 MITAaTy MpaIliBHUKIB; 2) BUSBJICHOI HEBIAMOBITHOCTI
mparfiBHAKa 3aiiMaHii 1mocaai abo BUKOHYBaHii poOOTI BHACTIIOK HETOCTATHHOT
kBajidikamii abo cTaHy 3J0pOB'S, SKi IEPEHIKOKAIOTh ITPOJOBKCHHIO ITi€l
po0oTH; 3) CHCTEMAaTUYHOTO HEBHUKOHAHHS TPAIIBHUKOM 0€3 MOBAKHHUX NMPUYNH
00OB'SI3KiB, TOKJIAJACHUX HA HHOTO TPYAOBUM JIOTOBOPOM abo0 TpaBUIaMHU
BHYTPIIIHBOTO  TPYJIOBOTO  PO3MOPAIKY, SKIIO JIO TpaliBHUKA paHiIlIe
3aCTOCOBYBAJIMCS 3aXOJU JUCHUIUIIHAPHOTO YU TPOMAJICHKOTO CTITHEHHS; 4)
nporyiay (30KkpemMa BiJICYTHOCTI Ha poOOTI OuIbIlIe TPhOX TOAUH MPOTIATOM
pobGoyoro nHs) 0€3 MOBAKHUX MPUYMH, 5) HE3'SBICHHS Ha pOOOTY YHPOIOBK
OUIBIII SIK YOTUPHOX MICSIIIB MOCH1Ib BHACTIOK THMYACOBOI HEMIPaIe3/1aTHOCTI, He
paxyrooud BIIMYCTKM 3 BariTHOCTI 1 TMOJOrax, SKIIO 3aKOHOJABCTBOM HE
BCTAHOBJICHUHW TPUBATIIINNA CTPOK 30€pEKEHHS MICIs pOOOTH (IOCaIH) 3a IEBHOTO
3aXBOPIOBAHHS. 3a MpalliBHUKAMH, K1 BTPATWIM Npane3fgaTHICTh Yy 3B'SI3KY 3
TPYJAOBUM KaJIIIITBOM ab0 MpodeciiiHUM 3aXBOPIOBAHHSAM, Miclie poOoTH (mocaaa)
30epiraeTbCs 10 BIAHOBJICHHS Mpare3aaTHOCTI a00 BCTAHOBIICHHS 1HBAIIAHOCTI; 6)
MIOHOBJICHHA Ha poOOTI IpalliBHHMKA, SKUW paHillle BUKOHYBaB II0 PoOOTY; 7)
MOSIBM Ha poOOTI B HETBEPE30OMY CTaHI, Y CTaHl HAPKOTUYHOTO a00 TOKCHYHOTO
CI'SHIHHS;, 8) BYMHEHHSI 3a MICIIEeM pOOOTH pPO3KpajaHHs (30Kpema IpiOHOTO)
MaliHa BJIacHHMKA, BCTAHOBJICHOTO BHPOKOM CyAay, IO HaOpaB 3aKOHHOI CHJIH, Yd
MOCTAaHOBOIO ~ OpTraHy, JI0 KOMIIETEHIli  SKOTrO  BXOJUTh  HaKIAJACHHS
aJIMIHICTPATUBHOTO CTSATHEHHS a00 3aCTOCYBaHHS 3aX0/11B TPOMaJICHKOTO BILTUBY.

Oco6muBOI0 (OPMOIO TPYIOBOTO JOTOBOPY € KOHTPAKT, CHPSIMOBYBaHHS
SKOTO CTBOPIOBAaTH YMOBHM [IJI1 BHUSBJICHHS 1HIMIATUBH Ta CaMOCTIMHOCTI
mpaliBHUKA.

Kontpakt (Bimg mar. contractus - yroma) - Ii¢ NMpaBOBUW JOKYMEHT, IIIO
3aCBiUy€ TIEBHY JOMOBJIEHICTh MIXK ITiIMTPUEMCTBOM, OPTaHi3alli€l0 Yd YCTAaHOBOIO
# MpamiBHUKOM TIPO YMOBU CIHUIbHOI BHPOOHMYOI W TBOPYOi ISUIBHOCTI,
00OyMOBJIEHY ITEBHUM TEPMIHOM.

PexBizutu:

1. Ha3zBa Buy JOKyMEHTA.

2. Jlara i miclie ykJiaJaHHs.

3. Tekcr.

4. FOpunuuHi agpecu CTOPIH.

5. [lignmucy CTOpIH - YKJIaiayiB KOHTPAKTY.

6. [lewaTka, 110 3acBig4ye MiAMUC pOOOTOAABIIS.

VY TekcTi KOHTpaKTy 3a3HA4al0Th OPTaH, KU HaiiMae MpalliBHUKA; MOCaaa,
npi3BuIe, iM's, IO OaTHKOBI, KOTO HaMarOTh; TEPMIH Jii KOHTPAKTY; 3arajibHi
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noJIo’KeHHs; (yHKIII Ta OOOB'I3KM CTOPIH; KOMIIETEHIIs 1 TpaBa (axiBIis;
MaTtepiajibHe 1 COIIaIbHO-TIOOYTOBE 3a0€3IeueHHsI MpalliBHUKA; BiJIMOBIIAIBHICTD
CTOPIiH, BUPIIIEHHS CIIOPIB; 3MiHA 1 pO31pBaHHS KOHTPAKTY.

KoHTpakT MoXxe yKkiagaTrcs sSK 3 1HIIIaTUBU KepIBHUKA MIANPUEMCTBA, TaK 1
ocoOu, sika HailMaeTbcsi Ha poOOTY, € MIACTaBOIO JJIS BHUAAHHS HakKazy Ipo
MPUIHATTS NpalliBHUKA Ha poOOTY 3 JIHS, BCTAHOBJIEHOTO Yy KOHTPAKTI.

JIOKyMEHT, yKJIaJeHUW y JABOX MPUMIPHUKAX (IO OJHOMY [JIsi KOXHOI
CTOPOHH ), HAOyBa€ IOPUINIHOT YUHHOCTI 3 MOMEHTY MOT0 IianucaHHs abo 3 gaT,
0OyMOBJICHOI CTOpOHAMHU y KOHTPAKTi, ¥ Ji€ YIPOIOBXK BU3HAYEHOTO B HHOMY
TEPMIHY: 0O 5 pOKiB, ajie He MeHIIe HiX pik. KoHTpakT mMoxke OyTu 3MiHEHUU
TUIBKH 32 MUCHMOBOIO YTOAOK0 CTOPIH.

daxiBi 3 TpobOJIeM IJI0OBOTO MOBJIEHHSI BU3HAYAIOTh TAKy BIAMIHHICTD M1k
KOHTPAKTOM 1 TPYZOBHM JIOTOBOPOM:

- MOXYTh BU3HAYaTUCS JOJATKOBI MIJCTaBW MPUIUHEHHS Ta PO3ipBaHHS
KOHTpPAKTy, HE nepeadaueHi YUHHUM 3aKOHOJJaBCTBOM;

- HaJaHHSA BIAMYCTKA TMPAI[iIBHUKOBI MOKE€ BHU3HAUYATHUCS Ha PO3CY]
KEepIBHUKA;

- YKJIaJa0Th Ha TIEBHUM TepMiH (BIJ pOKY J0 I'ATH);

- MOXYTh 3acTepiratucs HacHiIKH (JI0JaTKOBI TapaHTii Ta KOMIIEHcAIil
MOPAJIbHOT Ta MaTepiaibHOI IIKOAM) JIOCTPOKOBOTO MPUIMUHEHHS KOHTPAKTY 3
HE3JIEKHUX B1J MpaliBHUKA IPUYHH. - MIJICTaBU MPUIUHEHHS 1 pO3ipBaHHS
TPYAOBOTO JOTOBOPY BIAMOBIHO A0 YHHHOTO 3aKOHOJIAaBCTBA;

- Ha/IaHHS BIIMMYCTKU MPaI[iIBHUKOBI 32 BCTAHOBJIECHUM Ipadikom;

- YKJIQIal0Th Ha MEpioJi BUKOHAHHS TEBHOI pOOOTH; HAa HEBU3HAUYCHUU
TepMiH (0€3CTPOKOBHI TPYAOBHI TOTOBIP).

YMOBU KOHTpakTy, sIKI MOTIPIIYIOTh CTAHOBUIIE MPAIlIBHUKA MOPIBHAHO 3
YUHHUM 3aKOHOJIaBCTBOM, YTOJaMH 1 KOJIGKTUBHHUM JIOTOBOPOM, BBa)KAIOTHCS
HEIIHCHUMH.

TpynoBa yroma - 11e JOKYMEHT, SIKUM PETJIaMEHTYIOThCS CTOCYHKH MIXK
YCTaHOBOIO 1 MO3aIITATHUM MPAI[iBHUKOM, KOJIM B oprasizaiii Opakye ¢axiBiiiB 3
neBHOi Tamys3i. TpymoBa yroga, ykjiajeHa 31 IITaTHAM MPAIiBHUKOM, BU3HAYa€
KOJIO MOro J0pydeHb, SKI BHUXOIATh 3a MeEXl Oe3MmocepenHiXx CiyKO00BHUX
00OB'SI3KIB.

PexBizutu:

1. Ha3Ba Buy JOKyMEHTA.

2. 3aroyoBoOK.

3. Micne ykiajgaHHs.

4. JlaTa.

5. TekcT 3 nepenikoM MOBHOBaXEHb 1 3000B's13aHb CTOPIH.

6. FOpunuyni aapecu CTOpiH.

7. Ilignucwu.

8. [leuaTka yCTaHOBH.
TpynoBa yrona yKiaaga€eTbCcsl y JBOX MPUMIPHUKAX, OJIUH 3 SIKUX MEPEIAETHCS
BUKOHABIIEBI, a APYTHI 30€pira€ThCcsl B OpraHizariii.
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B3sipeyvb-gpopmynsap mpyoosoi yeoou:
Tpynosa yroaa
M. KuiB 12 kBitas 2000 p.

[xona-iaTepHat Ne 12 B 0co6i nupekropa mkoau Kpasuenka JI. b. (mami —
3amoBHUK), 3 omHOro OOKy, 1 KwuiBchka ¢abpuka “KuiBB3yTTss” B 0C00I1
rojioBHOTO 1HXeHepa beperoBoro C. B. (mami — Buxonagsers), 3 apyroro
OOKy, YKJIaJIi YyTOJly PO TaKe:

1. ITpenmer yroau
1.1. 3amoBHuK gopydae, a BuxonaBenp Oepe Ha cebOe 3000B'A3aHHS
BurotoButH 20 map B3yTTs mIKipstHOrO, 15 map rymoBoro jo 12 yepsas 2000
POKYy.
1.2. Po3mip, dopmy i Komip Bu3HAuae 3aMOBHHUK, BUKOHaBellb BU KOHYE
3aMOBJICHHSI TOYHO 32 BUMOTOIO.
1.3. BukoHaBellb 3000B's13y€ThCSI BATOTOBUTH B3YTTsI IOOPOSIKICHO.
1.4. 3aMOBHHK 3000B'SI3yETHCSI CBOEUACHO IPUNHSATH il OIJIATUTH pOOOTY.

2. Po3mip 1 TOpsIIoK o1uiaTu
2.1. 3a BukoHaHy po0OoTy 3aMOBHUK cruiauyye BukonaBuesi aBi Tucsyl (2000)
TPHUBEHb.
2.2. Onnara 3A1iCHIOETBCSA MPOTITOM ABOX JHIB BiJ JHS MPUIHATTS POOOTH.

3. BiamoBinanbHICTh CTOPIH
3.1. CtopoHu HecyTh MaTepiajibHy BIJMOBIIAJBHICTh 32 HEBHUKOHAHHS abo
HEHaJIe)KHE BUKOHAHHS TOKJIAJCHUX Ha HUX 3000B'S3aHb 3TiAHO 3 YUHHUM
3aKOHOJIABCTBOM.

4. locTpoKOBE pO3ipBaHHS YTOIU
4.1. Y pa3l nopylieHHS OIHI€I0 13 CTOPIH 3000B'sS3aHb 3a YroJI0K0 1HIIA
CTOpPOHA Ma€ MPaBo PO3ipBaTH ii B OJHOCTOPOHHBOMY MOPSIIIKY.

5. Pa3B'a3anus cynepeyok
5.1. 'V pa3i BUHHUKHEHHS CYNEpEYOK 3a I[I€I0 TPYIOBOIO YroJ0K BOHHU
PO3B'I3yBaTUMYThCSl CyJOBUMH OpraHaMH TOTO paiOHy, B SIKOMY MENIKA€
Bukonasens.

6. FOpunuuni agpecu CTOpIH:

3amoBHuK: Kuis-28, 6ynsB. Jleci Ykpainku, 30
Bukonageup: Kuis-40, Byn. M. Komrobuncbkoro, 1
Jupexrop
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mkonu-intepHaty Ne 12 (migmu c) JI. b. KpaBuenko
["onmoBHUI 1HXEHED
dabpuku “KuiBe3yrras” (minmnuc) C. B. bepero
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PART 1V.JOB AND UNEMPLOYMENT STRESS

People without work

For millions of Americans, work is a problem because they have none. The
money, self-respect, and routine that work provides do not exist for them.

The number of officially unemployed Americans has varied in the last four
decades. Changing economic conditions determine whether unemployment
increases or decreases.

But these statistics hardly tell the story. Since government statistics are averages
for the whole year, they hide much of the reality of people who are unwillingly idle. If
we look at how many people were out of work for some period we see that up to 20
percent were unemployed (some for many weeks, others for a few weeks).

Many people who want to work but cannot find jobs are unwillingly idle from
these statistics. Among them are the following: people who work part-time but want
and need full-time work; those reentering the work force (such as mothers who
took time off to raise young children) but have yet to find a job; and people on
welfare, prisoners, and older people whom employers will not hire. At any given
time, the actual unemployment rate is at least twice the official rate.

The effects of unemployment are devastating. They hit poor and working-class
families the hardest, not because these people are more likely to be unemployed
but because they have no financial resource to fall back on. Depression, lower self-
esteem, illnesses, and suicides all increase. In various surveys, workers report they
cannot sleep (20 to 50 percent of them); they smoke and drink more.

We may think that unemployment benefits soothe the pain and lessen financial
hardships. They do to some degree. But very often less than a half receive them.

With temporary exceptions, unemployment has been a permanent feature of the
US economy. It exists primarily for two reasons. First, the existence of millions
of unemployed people tends to prevent most of those working from asking for
higher wages since they can be replaced easily. Second, in their search for profits,
corporations move to wherever labor is cheapest.

1. Read the text and compare the problem of employment in the USA and in
our country. Sum up in what way they differ.

VOCABULARY

self-respect — camornoBara

averages — cepeiHi MOKa3HUKH

unwillingly idle — nenaBmucHO nenaunii

part-time /full-time work — wactkoBa/mmoBHa 3alHATICTH
welfare — comianbHe 3abe3meueHHs

to hire — HaliHsiTH Ha pobOTY

devastating — pyiHiBHHi
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lower self-esteem — 3aHmkeHa caMooITiHKA
suicide — camory0cTBO
higher wages — 6inpia 3apiiaTta

2. Use the following words and word combinations in sentences of your own:

1. temporary exceptions 2. Unemployed people 3. Financial resource 4. Official
rate 5. To be excluded from the statistics 6. Full-time work 7. Economic
conditions.

3. Find in the text and write English equivalents of the following words and

phrases. Use them in sentences of your own.

Jlromu Ha cormiaabHOMY 3a0€3MeYeHHi; J0 JesSKoi Mipu; OyTH HEHaBMHUCHO
JeaynuM; BU3HA4YaTH  Oe3poOITTS 3pocTae, YW Tajgae; Oe3poOITTS pyHHIBHE,
3MEHIIEHHS (pIHAHCOBUX CKPYT; OQiliiHINA Moka3HUK; nepebyBatu 6e3 poboTu
AKUUCh 4Yac; (PIHAHCOBI PECYpCH; PIZHOMAHITHI JIOCHIJKEHHS;, TTOHUKEHHS
CaMOOI[IHKH; camonoBara; Oubllia 3apo0iTHA TlaTa; POCTUTH MAJICHBKHUX IITEH;
TIOTITYK BUTO/IH.

4. Ask your neighbour and have the question answered:

whether he(she) considers this article useful;

why work is a problem for millions of Americans;

what is the statistics on the issue of unemployment in the USA, compare it
with situation in Ukraine;

who mostly can’t find well-paid job ;

why the effects of unemployment devastating.

5. Retell the text using the following words and phrases.
Self-respect; economic conditions; unwillingly idle; part-time work; people on
welfare; official rate; devastating effects of unemployment; to fall back on; lower
self-esteem; unemployment benefits; asking for higher wages.

6. Write a paragraph about your imaginable employment in which you list

in order of importance the factors you find significant, and explain why.
1. wages/salary

. Job/prestige

. benefit to community accident insurance

good working hours

free lunch (dinner)

pension scheme

rewarding work (not boring)

paid holidays

paid vacation

©ONG O WNY
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7. Comment on the given proverbs. Make up a situation centered on one of
them.
1. To work with the left hand.
2. A bad workman quarrels with his tools.
3. An idle brain is the devil's workshop.
4. He that never climbed, never fell.
5. A little knowledge is a dangerous thing.

8. Translate the following article into English
Baxkamncii: xTo morpiden inozemusam?

ChorogHi MH XOYE€MO IIO3HAMOMUTH Bac 13 BHUMOTraMH, SKI HaWJacTiIle
BHCYBAIOThCS 1HO(ipMaMHU.

Topeosuii acenm. SIKIIO BU MOJIOAA, €HEPTifHA JIOJWHA, IO I[IKABUTHCS
KOMEPIII€I0, BOJIOJIIETE AHTIIMCHKOI0 Ta MAETE JIUIJIOM PO BHIIY OCBITY, TOJ,
MO>KJIMBO, T0CajJla TOProBOro areHTa — caMe Te, 1o BaMm noTpioHo. He BapTo
mporyckatu 00’ sBH PO MOTpeOu TOM UM 1HIIOI (IpMHU Y TOPTOBHUX areHTax JIMIIe
TOMY, 1110 BU Hi 4YOT0 HE 3Ha€Te Mpo 1o npodecito. [Ipocto B Hamliif eKOHOMIII HE
Oyno 1iei npodecii. Porb TOproBoro areHta — 1€ pojb €IHATBHOI HUTKH MIXK
BUPOOHMKOM MPOAYKIIII Ta 11 crokuBaueM. Tpeba 3aiiMaTUCS MOLTyKaMU ONTOBHUX
Ta pO3APIOHUX TOKYMIIB. 3pO3yMiIO, 10 MOTPIOHO Oarato pyxaruch, ToMy 0e3
BMiHb YIIPaBJIiHHS aBTOMOO1JIEM HE 001MTHCS.

byxeanmep. Lla npodecis BKIOYAE TaKUi KIACUYHUIA HAO1p 3HaHb Ta BMiHb, 1110
3/1a€ThCA, HEMAE 110 PO HUX Ta U ka3aTu. He BaxmBo, B K1l KpaiHl 3HAXOJUTHCSA
Oyxrantep, BIH Ma€e BUKOHYBaTH Ti k cami omepamii. [IpoTte, mocBig mokasye:
nigiopatu g podotu B 1HOQIpMI Jy’)Ke BaxkKo came Oyxrantepa. Hepinki
BUMAJKU, KOJU CHELIATICT 13 BEJMKUM JOCBIJIOM pOOOTH BUSBIISIETHCS HETOTOBUM
no pobotu B iHOGIpMi. He Buxoauth poOoTa TOMy, MO0 TyT OyXrajirep Mae
BHUCTYIIATH Y POJIi MOCTIMHOTO TMOCEPEIHNKAa MK JBOMA JAJICKO HE OJHAKOBHUMH
cUCTEMaMHU OyXraiaTepchbkoro oOJiKy — Hamoi Ta 3aximHoi. OTxe, mOTpiOHO HE
JIUIIIE 3HATU CBOIO POOOTY, ajie il MPUCTOCYBATUCH 10 BUMOT 1HIIIOT OyXTalTepChKOi
mkon. Jlo 00OB’s3kiB OyXraiarepa BXOJIUTh TaKOXK TOBHE EKOHOMIYHE Ta
¢diHaHCOBE TPOTHO3yBaHHS 3ampornoHoBaHux ¢ipmi npoektiB. [lependauysarw,
AKIIO 11€ MOKJIMBO, pe3yJbTaTH Niepea0auyBaHoi oreparti.

9. Read the text and translate it into your native language. Fill in the gaps
with the missing words.

stuck impact laid off
"Layoffs" contagious eliminate
adversely high-priority defuse
network internal emotional experience | downside
adapt excessive prioritizing
challenges constructive ways alcohol abuse
nonverbal cues overwhelmed
perfectionism mood swings vulnerability

104




stressful resilient roller coaster

unrealistic deadlines subtle supportive

Stress at Work
Tips to Reduce and Manage Job and Workplace Stress

While some workplace stress is normal, stress can interfere with your
productivity and your physical and emotional health. And your ability to
deal with it can mean the difference between success or failure.

You can’t control everything in your work environment, but that doesn’t mean
you’re powerless—even when you’re in a difficult situation. Finding
ways to manage workplace stress isn’t about making huge changes or rethinking
career ambitions, but rather about focusing on the one thing that’s always within
your control: you.
For workers everywhere the economy may feel like an emotional

and "budget cuts" are common in the workplace, and the result is
increased fear, uncertainty, and higher levels of stress.

Your emotions are , and stress has an impact on the quality of your
interactions with others. The better you are at managing your own stress, the more
you'll positively affect those around you, and the less other people's stress will
negatively affect you.

There are a variety of steps you can take to reduce both your overall stress levels
and the stress you find on the job and in the workplace. These include:

. Taking responsibility for improving your physical and emotional well-being.

. Avoiding pitfalls by identifying knee jerk habits and negative attitudes that

add to the stress you experience at work.

. Learning better communication skills to ease and improve your relationships

with management and coworkers.

Tip 1: Recognize warning signs of excessive stress at work

When you feel at work, you lose confidence and may become irritable
or withdrawn. This can make you less productive and less effective in your job,
and make the work seem less rewarding. If you ignore the warning signs of work
stress, they can lead to bigger problems. Beyond interfering with job performance
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and satisfaction, chronic or intense stress can also lead to physical and emotional
health problems.

Signs and symptoms of excessive job and workplace stress

. Feeling anxious, irritable, or « Muscle tension or headaches
depressed « Stomach problems

. Apathy, loss of interest in work « Social withdrawal

« Problems sleeping « Loss of sex drive

. Fatigue « Using alcohol or drugs to cope

« Trouble concentrating

Common causes of excessive workplace stress
. [Fear of being
« More overtime due to staff cutbacks
« Pressure to perform to meet rising expectations but with no increase in job
satisfaction
« Pressure to work at optimum levels—all the time!

Tip 2: Reduce job stress by taking care of yourself
When stress at work interferes with your ability to perform in your job, manage
your personal life, or impacts your health, it’s time to take action. Start by
paying attention to your physical and emotional health. When your own needs are
taken care of, you’re stronger and more to stress. The better you feel, the
better equipped you’ll be to manage work stress without becoming overwhelmed.
Taking care of yourself doesn’t require a total lifestyle overhaul. Even small things
can lift your mood, increase your energy, and make you feel like you’re back in the
driver’s seat. Take things one step at a time, and as you make more positive
lifestyle choices, you’ll soon notice a reduction in your stress levels, both at home
and at work.

Get moving

Regular exercise is a powerful stress reliever—even though it may be the last
thing you feel like doing. Aerobic exercise—activity that raises your heart rate and
makes you sweat—is a hugely effective way to lift your mood, increase energy,
sharpen focus, and relax both the mind and body. Try walking, dancing,
swimming, or playing ping pong with your kids—but as you move, instead of
continuing to focus on your thoughts, focus on your body and how it feels as
you’re exercising. As well as maximizing stress relief, adding this mindfulness
element can help your nervous system become “unstuck” if you’ve experienced
trauma.

For best results, try to get at least 30 minutes of activity that elevates your heart
rate and makes you break out into a sweat on most days. If it’s easier to fit into
your schedule, break up the activity into two or three shorter segments.

Talk to an attentive listener
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Since the face and heart are wired together in the brain, talking face to face with
a relaxed and balanced listener can help calm your nervous system and relieve
stress. The other person doesn’t have to “fix” your problems; he or she just has to
be a good listener. Simply sharing your feelings with a trusted friend or family
member can be very cathartic, even if there’s nothing you can do to alter the
stressful situation.
A strong of supportive friends and family members can be an enormous
buffer against stress at work and in other aspects of your life. On the flip side, the
more lonely and isolated you are, the greater your to stress.

Make food choices that keep you going

Low blood sugar can make you feel anxious and irritable, while eating too much
can make you lethargic. Healthy eating can help you get through work
days. By eating small but frequent meals, you can help your body maintain an even
level of blood sugar, keep your energy up, stay focused, and avoid

Drink alcohol in moderation and avoid nicotine

Alcohol temporarily reduces anxiety and worry, but too much can cause anxiety
as it wears off. Drinking to relieve job stress may also eventually lead to
and dependence. Similarly, smoking when vyou're feeling stressed and
overwhelmed may seem calming, but nicotine is a powerful stimulant — leading to
higher, not lower, levels of anxiety.

Get enough sleep

Not only can stress and worry can cause insomnia, but a lack of sleep can leave
you vulnerable to even more stress. When you're well-rested, it's much easier to
keep your emotional balance, a key factor in coping with job and workplace stress.
Try to improve the quality of your sleep by keeping a sleep schedule and aiming
for 8 hours a night.

Tip 3: Reduce job stress by prioritizing and organizing
When job and workplace stress threatens to overwhelm you, there are simple
steps you can take to regain control over yourself and the situation. Your newfound
ability to maintain a sense of self-control in stressful situations will often be well-
received by coworkers, managers, and subordinates alike, which can lead to better
relationships at work. Here are some suggestions for reducing job stress by
and organizing your responsibilities.

Time management tips for reducing job stress

. Create a balanced schedule. Analyze your schedule, responsibilities, and
daily tasks. All work and no play is a recipe for burnout. Try to find a
balance between work and family life, social activities and solitary pursuits,
daily responsibilities and downtime.

« Don’t over-commit yourself. Avoid scheduling things back-to-back or trying
to fit too much into one day. All too often, we underestimate how long
things will take. If you've got too much on your plate, distinguish between
the "shoulds™ and the "musts.” Drop tasks that aren't truly necessary to the
bottom of the list or them entirely.
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Try to leave earlier in the morning. Even 10-15 minutes can make the
difference between frantically rushing to your desk and having time to ease
into your day. Don’t add to your stress levels by running late.

Plan regular breaks. Make sure to take short breaks throughout the day to
take a walk or sit back and clear your mind. Also try to get away from your
desk or work station for lunch. Stepping away from work to briefly relax and
recharge will help you be more, not less, productive.

Task management tips for reducing job stress

Prioritize tasks. Make a list of tasks you have to do, and tackle them in order
of importance. Do the items first. If you have something
particularly unpleasant to do, get it over with early. The rest of your day will
be more pleasant as a result.

Break projects into small steps. If a large project seems overwhelming,
make a step-by-step plan. Focus on one manageable step at a time, rather
than taking on everything at once.

Delegate responsibility. You don’t have to do it all yourself. If other people
can take care of the task, why not let them? Let go of the desire to control or
oversee every little step. You’ll be letting go of unnecessary stress in the
process.

Be willing to compromise. When you ask someone to contribute differently
to a task, revise a deadline, or change their behavior at work, be willing to
do the same. Sometimes, if you can both bend a little, you’ll be able to find a
happy middle ground that reduces the stress levels for everyone.

Tip 4: Reduce job stress by improving emotional intelligence

Even if you’re in a job where the environment has grown increasingly stressful,
you can retain a large measure of self-control and self-confidence by understanding
and practicing emotional intelligence. Emotional intelligence is the ability to
manage and use your emotions in positive and constructive ways. When it comes
to satisfaction and success at work, emotional intelligence matters just as much as
intellectual ability. Emotional intelligence is about communicating with others
in ways that draw people to you, overcome differences, repair wounded feelings,

and

tension and stress.

Emotional intelligence in the workplace:
Emotional intelligence in the workplace has four major components:

Self-awareness — The ability to recognize your emotions and their impact

while using gut feelings to guide your decisions.

Self-management — The ability to control your emotions and behavior and
to changing circumstances.

Social awareness — The ability to sense, understand, and react to other's

emotions and feel comfortable socially.

Relationship management — The ability to inspire, influence, and connect to

others and manage conflict.

108


http://www.helpguide.org/articles/emotional-health/emotional-intelligence-eq.htm

The five key skills of emotional intelligence
There are five key skills that you need to master in order to raise your emotional
intelligence and manage stress at work.

Realize when you’re stressed, recognize your particular fight-or-flight stress
response, and become familiar with techniques that can rapidly calm and
energize you. The best way to reduce stress quickly is through the senses—
sight, sound, smell, taste, touch—and through movement. Each person
responds differently to sensory input, so it’s important to experiment to find
the things that work best for you.

Stay connected to your SO you can appropriately manage your own
emotions. Your moment-to-moment emotions influence your thoughts and
actions, so pay attention to your feelings and factor them into your decision
making at work. If you ignore your emotions you won’t be able to fully
understand your own motivations and needs, or to communicate effectively
with others.

Recognize and effectively use and body language. In many cases,
what we say is less important than how we say it or the other nonverbal
signals we send out, such as eye contact, facial expression, tone of voice,
posture, gesture and touch. Your nonverbal messages can either produce a
sense of interest, trust, and desire for connection—or they can generate
confusion, distrust, and stress. You also need to be able to accurately read
and respond to the nonverbal cues that other people send you at work.
Develop the capacity to meet with humor. There is no better stress
buster than a hearty laugh and nothing reduces stress quicker in the
workplace than mutually shared humor. But, if the laugh is at someone
else’s expense, you may end up with more rather than less stress.

Resolve conflict positively. Resolving conflict in healthy, can
strengthen trust between people and relieve workplace stress and tension.
When handling emotionally-charged situations, stay focused in the present
by disregarding old hurts and resentments, connect with your emotions, and
hear both the words and the nonverbal cues being used. If a conflict can’t be
resolved, choose to end the argument, even if you still disagree.

Tip 5: Reduce job stress by breaking bad habits

Many of us make job stress worse with negative thoughts and behavior. If you
can turn around these self-defeating habits, you’ll find employer-imposed stress
easier to handle.

Resist perfectionism. No project, situation, or decision is ever perfect, so
trying to attain perfection on everything will simply add unnecessary stress
to your day. When you set unrealistic goals for yourself or try to do too
much, you’re setting yourself up to fall short. Aim to do your best, no one
can ask for more than that.
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Clean up your act. If you’re always running late, set your clocks and
watches fast and give yourself extra time. If your desk is a mess, file and
throw away the clutter; just knowing where everything is saves time and cuts
stress. Make to-do lists and cross off items as you accomplish them. Plan
your day and stick to the schedule—you’ll feel less overwhelmed.

Flip your negative thinking. If you see the downside of every situation and
interaction, you’ll find yourself drained of energy and motivation. Try to
think positively about your work, avoid negative-thinking co-workers, and
pat yourself on the back about small accomplishments, even if no one else
does.

Don’t try to control the uncontrollable. Many things at work are beyond our
control—particularly the behavior of other people. Rather than stressing out
over them, focus on the things you can control such as the way you choose
to react to problems.

Four ways to dispel stress

Take time away. When stress is mounting at work, try to take a quick break
and move away from the stressful situation. Take a stroll outside the
workplace if possible, or spend a few minutes meditating in the break room.
Physical movement or finding a quiet place to regain your balance can
quickly reduce stress.

Talk it over with someone. Simply sharing your thoughts and feelings with
someone you trust can help reduce stress. Talking over a problem with
someone who is both and empathetic can be a great way to let off
steam and help you become calm and focused.

Connect with others at work. Developing friendships with some of your co-
workers can help buffer you from the negative effects of stress. Remember
to listen to them and offer support when they are in need as well.

Look for humor in the situation. When used appropriately, humor is a great
way to relieve stress in the workplace. When you or those around you start
taking things too seriously, find a way to lighten the mood by sharing a joke
or funny story.

Tip 6: Learn how managers or employers can reduce job stress
It's in a manager's best interest to keep stress levels in the workplace to a

minimum. Managers can act as positive role models, especially in times of high
stress. If a respected manager can remain calm in stressful work situations, it is
much easier for his or her employees to also remain calm. Additionally, there are a

number of organizational changes that managers and employers can make to

reduce workplace stress. These include:

Improve communication

Communicating effectively at work can help improve teamwork, decision
making, and problem solving. One of the best ways to improve communication is
by learning to listen attentively to an employee. That means not just understanding

the words or the information being communicated, but also understanding the
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emotions the speaker is trying to communicate. When you’re engaged with what’s
being said, you’ll hear the intonations in someone’s voice that tell you
how that person is really feeling. You’ll also make that person feel heard. By
communicating in this way, you’ll also experience a process that lowers stress for
both you and your employee. If the person you’re talking to is agitated, you can
help calm them by listening in an attentive way and making the person feel
understood.

« Share information with employees to reduce uncertainty about their jobs and

futures.

o Clearly define employees’ roles and responsibilities.

. Make communication friendly and efficient, not mean-spirited or petty.

Consult your employees

. Give workers opportunities to participate in decisions that affect their jobs.

« Consult employees about scheduling and work rules.

« Be sure the workload is suitable to employees’ abilities and resources; avoid

« Show that individual workers are valued.

« Offer rewards and incentives.

. Praise good work performance, both verbally and officially, through
schemes such as Employee of the Month.

« Provide opportunities for career development.

« Promote an ‘“entrepreneurial” work climate that gives employees more
control over their work.

Cultivate a friendly social climate

« Provide opportunities for social interaction among employees.

« Establish a zero-tolerance policy for harassment.

. Make management actions consistent with organizational values.

10. Answer the questions to the text.
1. Speak about the impact of workplace stress.
2. Dwell on the ways of managing job stress.
3. What are causes of e job stress?
4. How to identify stress?
5. In what way are regular exercise and stress relief connected?
6. How food can affect your stress level?
7. How does time management help reduce stress?

11. Read the text and translate it into your native language.
Unemployment
Few economic indicators are of more concern to Americans than unemployment
statistics. Reports that unemployment rates are dropping make us happy; reports to
the contrary make us anxious. But just what do unemployment figures tell us? Are
they reliable measures? What influences joblessness?
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Each month, the federal government’s Bureau of Labor Statistics randomly
surveys sixty thousand individuals around the nation. If respondents say they are
both out of work and seeking employment, they are counted as unemployed
members of the labor force. Jobless respondents who have chosen not to continue
looking for work are considered out of the labor force and therefore are not
counted as unemployed. Almost half of all unemployment spells end because
people leave the labor force. lIronically, those who drop out of the labor
force—because they are discouraged, have household responsibilities, or are
sick—actually make unemployment rates look better; the unemployment rate
includes only people within the labor force who are out of work.

Not all unemployment is the same. Unemployment can be long term or short
term. It can be frictional, meaning someone is between jobs; or it may be
structural, as when someone’s skills are no longer demanded because of a change
in technology or an industry downturn,

Some say there are reasons to think that unemployment in the United States is
not a big problem. In June 2005, for example, 33.5 percent of all unemployed
people were under the age of twenty-four, and presumably few of them were the
main source of income for their families. One out of six of the unemployed are
teenagers. Moreover, the average duration of a spell of unemployment is short. In
June 2005 it was 16.3 weeks. And the median spell of unemployment is even
shorter. In June 2005 it was 7.0 weeks, meaning that half of all spells last 7.0
weeks or less.

On the basis of numbers like the above, many economists have thought that
unemployment is not a very large problem. A few weeks of unemployment seems
to them like just enough time for people to move from one job to another. Yet
these numbers, though accurate, are misleading. Much of the reason why
unemployment spells appear short is that many workers drop out of the labor force
at least temporarily because they cannot find attractive jobs. Often two short spells
of unemployment mean a long spell of joblessness because the person was
unemployed for a short time, withdrew from the labor force, and then reentered the
labor force.

And even if most unemployment spells are short, most weeks of unemployment
are experienced by people who are out of work for a long time. To see why,
consider the following example. Suppose that each week, twenty spells of
unemployment lasting 1 week begin, and only one begins that lasts 20 weeks. Then
the average duration of a completed spell of unemployment would be only 1.05
weeks. But half of all unemployment (half of the total of 40 weeks that the twenty-
one people are out of work) would be accounted for by spells lasting 20 weeks.

Something like this example applies in the real world. In June 2005, for
example, 42.9 percent of the unemployed had been unemployed for less than five
weeks, but 16.9 percent had been unemployed for six or more months.

To fully understand unemployment, we must consider the causes of recorded
long-term unemployment. Empirical evidence shows that two causes are welfare
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payments and unemployment insurance. These government assistance programs
contribute to long-term unemployment in two ways.

First, government assistance increases the measure of unemployment by
prompting people who are not working to claim that they are looking for work
even when they are not. The work-registration requirement for welfare recipients,
for example, compels people who otherwise would not be considered part of the
labor force to register as if they were a part of it. This requirement effectively
increases the measure of unemployed in the labor force even though these people
are better described as nonemployed—that is, not actively looking for work.

In a study using state data on registrants in Aid to Families with Dependent
Children and food stamp programs, my colleague Kim Clark and | found that the
work-registration requirement actually increased measured unemployment by
about 0.5 to 0.8 percentage points. If this same relationship holds in 2005, this
requirement increases the measure of unemployment by 750,000 to 1.2 million
people. Without the condition that they look for work, many of these people would
not be counted as unemployed. Similarly, unemployment insurance increases the
measure of unemployment by inducing people to say that they are job hunting in
order to collect benefits.

The second way government assistance programs contribute to long-term
unemployment is by providing an incentive, and the means, not to work. Each
unemployed person has a “reservation wage”—the minimum wage he or she insists
on getting before accepting a job. Unemployment insurance and other social
assistance programs increase that reservation wage, causing an unemployed person
to remain unemployed longer.

Consider, for example, an unemployed person who is accustomed to making
$15.00 an hour. On unemployment insurance this person receives about 55 percent
of normal earnings, or $8.25 per lost work hour. If that person is in a 15 percent
federal tax bracket and a 3 percent state tax bracket, he or she pays $1.49 in taxes
per hour not worked and nets $6.76 per hour after taxes as compensation for not
working. If that person took a job that paid $15.00 per hour, governments would
take 18 percent for income taxes and 7.65 percent for social security taxes, netting
him or her $11.15 per hour of work. Comparing the two payments, this person may
decide that an hour of leisure is worth more than the extra $4.39 the job would pay.
If so, this means that the unemployment insurance raises the person’s reservation
wage to above $15.00 per hour.

Unemployment, therefore, may not be as costly for the jobless person as
previously imagined. But as Harvard economist Martin Feldstein pointed out in the
1970s, the costs of unemployment to taxpayers are very great indeed. Take the
example above of the individual who could work for $15.00 an hour or collect
unemployment insurance of $8.25 per hour. The cost of unemployment to this
unemployed person was only $4.39 per hour, the difference between the net
income from working and the net income from not working. And as compensation
for this cost, the unemployed person gained leisure, whose value could well be
above $4.39 per hour. But other taxpayers as a group paid $8.25 in unemployment

113



benefits for every hour the person was unemployed, and got back in taxes only
$1.49 on this benefit. Moreover, they gave up $3.85 in lost tax and Social Security
revenue that this person would have paid per hour employed at a $15.00 wage. Net
loss to other taxpayers: $10.61 ($8.25 — $1.49 + $3.85) per hour. Multiply this by
millions of people collecting unemployment, each missing hundreds of hours of
work, and you get a cost to taxpayers in the billions.

Unemployment insurance also extends the time a person stays off the job. Clark
and | estimated that the existence of unemployment insurance almost doubles the
number of unemployment spells lasting more than three months. If unemployment
insurance were eliminated, the unemployment rate would drop by more than half a
percentage point, which means that the number of unemployed people would fall
by about 750,000. This is all the more significant in light of the fact that less than
half of the unemployed receive insurance benefits, largely because many have not
worked enough to qualify.

Another cause of long-term unemployment is unionization. High union wages
that exceed the competitive market rate are likely to cause job losses in the
unionized sector of the economy. Also, those who lose high-wage union jobs are
often reluctant to accept alternative low-wage employment. Between 1970 and
1985, for example, a state with a 20 percent unionization rate, approximately the
average for the fifty states and the District of Columbia, experienced an
unemployment rate that was 1.2 percentage points higher than that of a
hypothetical state that had no unions. To put this in perspective, 1.2 percentage
points is about 60 percent of the increase in normal unemployment between 1970
and 1985.

There is no question that some long-term unemployment is caused by
government intervention and unions that interfere with the supply of labor. It is,
however, a great mistake (made by some conservative economists) to attribute
most unemployment to government interventions in the economy or to any lack of
desire to work on the part of the unemployed. Unemployment was a serious
economic problem in the late nineteenth and early twentieth centuries prior to the
welfare state and widespread unionization. Unemployment then, as now, was
closely linked to general macroeconomic conditions. The great depression, when
unemployment in the United States reached 25 percent, is the classic example of
the damage that collapses in credit can do. Since then, most economists have
agreed that cyclical fluctuations in unemployment are caused by changes in the
demand for labor, not by changes in workers’ desires to work, and that
unemployment in recessions is involuntary.

Even leaving aside cyclical fluctuations, a large part of unemployment is due to
demand factors rather than supply. High unemployment in New England in the
early 1990s, for example, was due to declines in computer and other industries in
which New England specialized. High unemployment in northern California in the
early 2000s was caused by the dot-com bust. The process of adjustment following
shocks is long and painful, and recent research suggests that even temporary
declines in demand can have permanent effects on unemployment, as workers who
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lose jobs are unable to sell their labor due to a loss of skills or for other reasons.
Therefore, most economists who study unemployment support an active
government role in training and retraining workers and in maintaining stable
demand for labor.

Long before Milton Friedman and Edmund Phelps advanced the notion of the
natural rate of unemployment (the lowest rate of unemployment tolerable without
pushing up inflation), policymakers had contented themselves with striving for
low, not zero, unemployment. Just what constitutes an acceptably low level of
unemployment has been redefined over the decades. In the early 1960s an
unemployment rate of 4 percent was both desirable and achievable. Over time, the
unemployment rate drifted upward and, for the most part, has hovered around 7
percent. Lately, it has fallen to 5 percent. | suspect that some of the reduction in the
apparent natural rate of unemployment in recent years has to do with reduced
transitional unemployment, both because fewer people are between jobs and
because they are between jobs for shorter periods. Union power has been eroded
by domestic regulatory action and inaction, as well as by international competition.
More generally, international competition has restrained wage increases in high-
wage industries. Another factor making unemployment lower is a decline in the
fraction of the unemployed who are supported by unemployment insurance.

12. Answer the questions to the text.
1. How is unemployment defined and measured?
2. Is unemployment a big problem?
3. What causes long-term unemployment?
4. What is the relation between the rate of unemployment and
unemployment insurance?
5. What’s the natural rate of unemployment?

13. Discuss the following issues:
« Isunemployment a great problem where you live now?
o Do you know people who have lost their jobs recently?
« What do you think the role of the government is in regulating the
unemployment situation in this country?
o How should the government help people who have lost their jobs?
« Describe an employe whom the employer will never fire.
« When is the best time for a person to start looking for a job?
o Is it better to start job hunting while you are still studying and try to
combine your studies with work?
o Can you share your experiences.
« Can you remember what was your very first job? Can you tell us about it?
. Do you think that at universities students get enough knowledge and practice
to have no difficulties when starting to work for some company.
o What should young people do to have enough qualification after
graduation?
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« What are the most efficient ways to look for a job?
o Friends?
o The Internet?
o Newspapers?
. How do you write a resume to attract attention of the employer and get him
give you to a job interview?
. How do you behave at a job interview to produce a favorable impression on
the employer?
« Do you feel nervous or relaxed and confident at job interviews?
o Share your experiences.
« What are some questions you have been asked in an interview?
o Have you ever been asked some questions which seemed really
strange and funny to you?
. Have you ever been cheated by the employer?
o What can you do to protect yourself?

14. Read the text and provide the equivalents to the clichés below.
Unemployment insurance

The United States unemployment insurance program is intended to offset
income lost by workers who lose their jobs as a result of employer cutbacks. The
program, launched by the Social Security Act of 1935, is the government's single
most important source of assistance to the jobless.

A second goal of the program is to counter the negative impacts on the national
economy, and especially on local economies, of major layoffs, seasonal cutbacks,
or a recession. Unemployment benefits help sustain the level of income and hence
the demand for goods and services in areas hard hit by unemployment. In short,
unemployment insurance supports consumer buying power.

Not all unemployed workers are eligible for unemployment insurance. In fact,
from 1984 to 1989 the proportion of the unemployed receiving benefits was at or
below 34 percent every year. Benefits are not paid to employees who quit their
jobs voluntarily or are fired for cause. Nor are they paid to those who are just
entering the labor force but cannot find a job, nor to reentrants to the labor force
who are looking for work. In February 1991, 76 percent of the target population of
"Job losers"—those involuntarily laid off—received benefits.

The proportion of unemployed workers who receive benefits is always higher
during recessions than during expansions. This is because during recessions a
higher fraction of the unemployed are people who were laid off. By January 1991,
46 percent of total unemployed workers claimed unemployment benefits, the
highest percentage for that month since 1983.

Under the joint federal-state program, most states pay a maximum of twenty-six
weeks in benefits, starting after a one-week waiting period. A few extend the
duration somewhat longer. These benefits replace about one-third of gross wages
for people with average or below-average incomes. The average weekly benefit in
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1991 was about $161. When a state's unemployment is substantially above the
national average, the program provides for up to an additional thirteen weeks of
benefits. Five states were paying "extended benefits” in the winter of 1991, but this
number approximately doubled by the end of April as the recession and
unemployment worsened. The state and federal government share, approximately
equally, the cost of extended benefits. During the eighties many states raised their
"triggers"—the unemployment rate that must be reached—for extended benefits.
As a result relatively few workers were eligible for extended benefits.

The federal government makes grants to the states for the administration of the
unemployment insurance program. These grants exceeded $2 billion in fiscal 1991,
ending September 30, 1991. The money helped pay the wages of about thirty-
seven thousand state workers who administer the program and who dispense
benefits from state unemployment insurance funds. In that fiscal year states
collected about $16 billion in unemployment taxes from employers to cover the
cost of the program; the federal government collected approximately $4.4 billion.
Outlays on benefits were expected to run about $18.7 billion in fiscal 1991.

Federal law requires all state governments to impose a tax on employers of at
least 0.8 percent on each employee's first $7,000 of pay. The tax base exceeds
$7,000 in thirty-six states, with a national average of about $8,500. The highest
base is $21,300 in Alaska. Most states levy a higher tax rate on businesses that
have higher layoffs. However, the tax rate cannot go below the minimum even for
businesses that have no layoffs. Nor do states set the maximum high enough so
that employers with high layoff rates generate enough tax revenues to pay all the
benefits to the workers they lay off. The result is that workers and businesses in
industries with low layoff rates subsidize workers and businesses in industries,
such as construction, with high layoff rates. Harvard's Martin Feldstein suggested
in 1973 that this subsidization of layoffs would cause more layoffs. The evidence
indicates that he was correct. Economist Robert Topel of the University of Chicago
estimates that if employers could expect to repay (in taxes) the full value of
unemployment benefits drawn by their laid-off workers, then the unemployment
rate would fall by as much as 1 full point (e.g., from 6 percent of the labor force to
5 percent).

A basic tenet of economics is that when an activity is subsidized, people do
more of it. Does unemployment insurance—a subsidy for being unemployed—
increase unemployment by prompting the unemployed to delay their search for a
new job or to search longer for a better position? Economists have found that it
does. A 1990 study by Bruce D. Meyer, an economist at Northwestern University,
found that a 10 percent boost in the "replacement ratio"—the proportion of after-
tax work earnings replaced by unemployment benefits—causes unemployed
people to extend their time without work by an average of 1.5 weeks. (During
fiscal 1990 the average duration of benefits for the jobless was 13.6 weeks.)

Most people who receive unemployment insurance find a job or are recalled to
work in the first several weeks. Meyer also found that among those who remain
jobless for a longer period, the chance of a person on unemployment insurance
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going back to work increases rapidly as the time of benefit exhaustion approaches.
Indeed, the chances of an unemployed person getting a job triples as the length of
remaining benefits drops from six weeks to one week. Meyer suspects some of the
jobless may have arranged to be recalled to previous work or to begin new work
about the time their benefits expire. "If workers are bound to firms by implicit
contracts, moving costs, specific human capital [education, experience, skills, etc.],
or other reasons, firms have an incentive to base recall decisions on the length of
Ul [unemployment insurance] benefits,” noted Meyer in a study done for the
National Bureau of Economic Research. Unionized firms tend to take greater
advantage of this "layoff subsidy" than do non-union establishments. And not
surprisingly, given the incentives, layoffs are more common for those eligible for
unemployment benefits than for those not eligible. If benefits are extended beyond
twenty-six weeks, the unemployed tend to stay out of work nearly a day longer, on
average, for each week of the extension.

Lawrence H. Summers, chief economist at the World Bank, and chief economic
adviser to Democratic presidential candidate Michael Dukakis in 1988, reaches
similar conclusions. Summers, along with Harvard economist Kim B. Clark, found
that unemployment insurance almost doubles the number of unemployment spells
lasting more than three months, thereby encouraging long-term joblessness.
Summers and Clark suggest that unemployment insurance benefits cause many of
the long-term unemployed to have high "reservation wages." Translation: to accept
a job, these unemployed workers insist on getting a high wage, and if they aren't
offered that wage, they stay on unemployment insurance as long as possible.

Economists have proposed various reforms to reduce the adverse effects of
unemployment while still assisting people who lose their jobs. One of the more
modest reforms suggested has been to reduce the minimum tax rate on employers
and raise the maximum tax rate, so that the taxes they pay more closely reflect
their layoff rates. A more extreme proposal, made by Robert Topel, is to
experience-rate individual workers so that workers with a history of long
unemployment spells pay higher tax rates. The federal government has already
adopted one reform suggested by economists across the ideological spectrum. The
1986 Tax Reform Act eliminates the tax bias in favor of unemployment insurance
by taxing unemployment benefits just like other income.

Clichés Translation Clichés Translation
offset income levy a higher tax rate
major layoffs A basic tenet of
economics
sustain the level of layoff subsidy
income
target population reservation wages
a one-week long unemployment
waiting period spells
extended benefits eliminate the tax bias
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15. Fill in the gaps with the missing words. Read the text and translate it
into your native language.

fatality rates arduous labor force
conviction occupational litigation
assembly lines fringe benefit nontaxable forms
fundamental via lower prices tenuous
occupational groups proliferation standard of living
subsidize semiskilled workers part-time

tax rates significant advances data

toil inflation-adjusted fatalities

Wages and working conditions

Surely the single most fundamental working condition is the chance of death on
the job. In every society workers are killed or injured in the process of production.
While deaths are comparatively rare overall in the United States today,
they still occur with some regularity in ocean fishing, the construction of giant
bridges and skyscrapers, and a few other activities.

For all United States workers the number of per dollar of real
(inflation-adjusted) GNP dropped by 96 percent between 1900 and 1979. Back in
1900 half of all worker deaths occurred in two industries—coal mining and
railroading. But between 1900 and 1979 per ton of coal mined and per
ton-mile of freight carried fell by 97 percent.

This spectacular change in worker safety resulted from a combination of forces
that include safer production technologies, union demands, improved medical
procedures and antibiotics, workmen's compensation laws, and . Ranking
the individual importance of these factors is difficult and probably would mean
little. Together, they reflected a growing on the part of the American
people that the economy was productive enough to afford such change. What's
more, the United States made far more progress in the workplace than it did in the
hospital. Even though medical expenditures tripled from 1950 to 1970
and increased by 74 percent from 1975 to 1988, the nation's death rate declined in
neither period. But industry succeeded in lowering its death rate, both by spending
to improve health on the job and by discovering, developing, and adopting ways to
save lives.

for injuries are scarcer and less reliable, but they probably declined as
well. Agriculture has one of the highest injury rates of any industry; the frequent
cuts and bruises can become infected by the bacteria in barnyards and on animals.
Moreover, work animals and machinery frequently injure farm workers. Since the
proportion of farm workers in the total labor force fell from about 40 percent to 2
percent between 1900 and 1990, the U.S. worker injury rate would have fallen
even if nothing else changed. The limited data on injuries in manufacturing also
indicate a decline.
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Another basic aspect of working conditions is exposure to the weather. In 1900
more than 80 percent of all workers farmed in open fields, maintained railroad
rights of way, constructed or repaired buildings, or produced steel and chemicals.
Their bosses may have been comfortably warm in the winter and cool in the
summer, but the workers were not. A columnist of that era ironically described the
good fortune of workers in Chicago steelworks, who could count on being warmed
by the blast from the steel melt in freezing weather. Boys who pulled glass bottles
from furnaces were similarly protected—when they didn't get burned. By 1990, in
contrast, more than 80 percent of the worked in places warmed in the
winter and cooled in the summer.

Hours of work for both men and women were shorter in the United States than
in most other nations in 1900. Women in Africa and Asia still spent two hours a
day pounding husks off wheat or rice for the family food. American women bought
their flour and cornmeal, or the men hauled it home from the mill. Women,
however, still typically worked from dawn to dusk, or even longer by the light of
oil or kerosene lamps. Caring for sick children lengthened those hours further.
Charlotte Gilman, an early feminist leader, declared that cooking and care of the
kitchen alone took forty-two hours a week. Early budget studies are consistent with
that estimate. Men, too, worked dawn to dusk on the farm, and in most nonfarm
jobs (about 60 percent of the total), men worked ten hours a day, six days a week.

By 1981 (the latest date available), women's kitchen work had been cut about
twenty hours a week, according to national time-budget studies from Michigan's
Institute of Survey Research. That reduction came about because families bought
more restaurant meals, more canned, frozen, and prepared foods, and acquired an
arsenal of electric appliances. Women also spent fewer hours washing and ironing
clothes and cleaning house. Fewer hours of work in the home had little impact on
women's labor force participation rate until the great increase after 1950.

Men's work hours were cut in half during the twentieth century. That decline
reflected a cut of more than twenty hours in the scheduled work week. It also
reflected the fact that paid vacations—almost nonexistent in 1900—had spread,
and paid holidays multiplied.

In addition, the percentage of the labor force in the worst jobs has declined
dramatically. Common laborers in most societies face the most :
dangerous, and distasteful working conditions. Their share of the U.S. labor force
fell from about 30 percent to 5 percent between 1900 and 1990. Thousands of men
in 1900 spent their lives shoveling coal into furnaces to power steam engines. Less
than 5 percent of factory power came from electric motors. By 1990 nearly all
these furnaces, and men, had been replaced—first by mechanical stokers and then
by oil burners and electric motors. Tens of thousands of other men in 1900 laid
railroad track and ties, shifting them by brute force, or shoveled tons of coal and
grain into gondola cars and ships' holds. They too have given way to machines or
now use heavy machinery to ease their

The largest group of common laborers in 1900 was the men, women, and
children who cultivated and harvested crops by hand (e.g., cotton, corn, beets,
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potatoes). Most blacks and many Asian and Mexican-American workers did so.
These millions were eventually replaced by a much smaller group, generally using
motorized equipment. New machinery also eased the lot of those who once spent
their lives shoveling fertilizer, mixing cement, working in glue-works, carrying
bundles of rags, waste paper, or finished clothing, and tanning hides.

Such tasks remain a miserable fact of life in many societies. But the expanding
U.S. economy forced improvement as workers got the choice of better jobs on
factory , In warehouses, and in service establishments. Producers
increasingly had to replace departing common labor with machinery. They
substituted machinery for labor across the board. (Computer software even
replaced some bank vice presidents.) But many more men who labored at difficult
and boring jobs were replaced by machines tended by . Between 1900 and
1990 the amount of capital equipment used by the typical American worked rose
about 150 percent, taking all industries together.

Rock singers, movie stars, athletes, and CEOs stand at one end of the income
distribution. At the other end are workers and many of the unemployed.
The differences in annual earnings only partly reflect hourly wages. They also
reflect differences in how many hours a year workers spend on the job.

Thanks to increased income since 1936, today's workers attempt to
reduce taxes by converting their earnings into other, of income. Why use
after-tax income to pay for medical care if you can get it as an untaxed ?
Why pay for the full cost of lunch if the company can meals at work? The

of such "receipts in kind" has made it increasingly difficult to make
meaningful comparisons of the distribution of income over time or of earnings in
different social and

The cause of this increase in the was the increase in
productivity. What caused that increase? The tremendous changes in Korea, Hong
Kong, and Singapore since World War Il demonstrate how is the

connection between productivity and such factors as sitting in classrooms, natural
resources, previous history, or racial origins. Increased productivity depends more
on national attitudes and on free markets, in the United States as in Hong Kong and
Singapore.

Output per hour worked in the United States, which already led the world in
1900, tripled from 1900 to 1990. Companies competed away much of that cost
savings , thus benefiting consumers. (Nearly all of these consumers, of
course, were in workers' families.) Workers also benefited directly from higher
wages on the job.

The U.S. record for working conditions and real wages reveals impressive and

, greater than in many other nations. But the quest for still higher wages
and for less effort and boredom shows no sign of halting.

16. Mark the sentences T (True) or F (False).
1. Occupational deaths don’t occur in the United States very often today.
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2. Improved medical procedures are the main cause of the decrease in
workplace deaths.

3. Working hours for women in America didn’t differ from those in Africa and

Asia.

Women's work hours were cut in half during the twentieth century.

During the twentieth century human labor was replaced with machinery.

Increased income tax rates lead to tax evasion.

Increase in productivity is closely connected with the level of education and

natural resources.

N o gk

17. Render the article into English.

€C 3naililoB na”aunew Bix 0e3podiTTH:
MOJI0Ab Oy/1e BUMTHCSH I MpalIOBATH

€8p030HY NIAAKAE NEPCNeKMUBA BMPAYEHO20 NOKOJIIHHS

€poneiickka Komicis npezentyBana npoekt "["apantii st Monoaux", 3a siIKuM
KoxeH rpoMansHuH Coro3y, 10 HE J0ocir 25 poKiB, OTpUMAE TITHY POOOTY,
HaBYaHHA a00 CTaXyBaHHS MPOTATOM YOTHPbOX MICSIIB TMICHS 3aKiHYCHHS
HaBYaHHSI.

"He BapTo 4ekaTu, MOKU 3aKIHYUTHCS Kpu3za. MoJo/ib MOTPIOHO PATYBaTH BXKE
ChOTO/HI, a0M MOJIO/Il €BpPONEHI HE IMEPETBOPWIMCA HA BTPAYEHE IMOKOJIIHHS.
3poctanHs 6e3poOITTST cepea Mojoal crnpuudHuTh y €C  eKOHOMIYHHUM 1
coliagpHui Kosanc", - nmomnepeauB komicap €C 13 NMUTaHb 3alHATOCTI, @ TAKOXK
aBTOp 3aragaHoro npoekrty Jlacmo AHmop.

Kpuza mornmHae octaHHl MiCIls Mpalli, a JJis MOJOAMX JIOACH, SKl IIOMHO
3aBEPINMIN HABUYaHHS, MPAIEBIAIITYBATHCS Maike HEMOXIJIHMBO: iX OepyTh Ha
poOOTy B OCTaHHIO YEpry, a 3BUILHAIOTH nepiuMu. Yepes 1ie piBeHb 0e3po0ITTs
111 Mostoaux MemkaHiiiB €C 1o 25 pokiB (23,4%) BABiUl EPEBUIIYE TTOKA3HUKH,
1o € cepennimu 17151 Corosy (10,7%).

be3pobimni cmaroms nHeoawucmamu

[TpencraBuuku €K 3a3Haunmm, 110 piBeHb 3aWHATOCTI CEPEl JIFOAEH, K1 TITBKH
BUXOJISITh HA PUHOK Tpalli, 3aBXKAM OyB 3HAYHO HIDKYUM, ajie Terep BiH Habupae
KaracTpop1yHUX MacCIITa01B.

PiBenn 6e3p0o0ITTS cepe; MOJIOAMX ICMAHIIB Ta IPEKIB CATHYB Bxke Oinbiie 55%,
oumbmr HiX 30% craHoButh y Hu3Li iHmMX KpaiH €C. Takox €Bpokomicis
KOHCTATye€, 110 301IBIITYEThCS KUTBKICTh MOJIOJUX JIFOJIEH, SIKI HE MarOTh POOOTH 1
HE IIYKAIOTh 11, aJ[Ke He 3/100YJI1 >KOHO1 crienianbHoCTi. [le nepin kanaumatu Ha
BTpadyeHe MOKOJIHHSA, 3a3Haumin y €K.

Mononi  0e3po0iTHI  KOMTYHOTh €Bpomi 1iaui  cratrok: €C TOBUHEH
BUIUIAYyBaTH iM COLIaJbHY TOTOMOTY, @ TaKOX paxyBaTH ()IHAaHCOBI BTpaTH BiJ
MiCIlb, Ha SKHX Il JIFOAW MOrIM O mpamroBaTH. OKpIM €KOHOMIYHUX 30MTKIB
0e3po0iTHa MOJIOJIb CTBOPIOE PU3UK ISl CYCHUIBCTBA. YcC€ OLIbIIE MOJOAUX
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0e3pobiTHUX 6e3 HaAll Ha Kpalle MalOyTHE MPUEIHYIOTHCA 10 HEO(]AIIUCTCHKUX
panukaniB y I'perii, a0o 70 eKC-KOMYHICTUYHOTO, a TENep JIIBOTO pyxy B ITamii.

"TapanTii nms monomux" - Iie TYYHHMM CHUTHaAJ Tpo 3MiHHU Bia bproccemio, ne
0arato XTO 1€ HellOAaBHO BIPUB TIILKU B HE3BUUYAMHY CUITY CYBOPHX OIOJIKETHUX
CKopoueHb. lle curHan mnpo Te, IO yTpPUMaHHS JIepKaBHUX (IHAHCIB 1
Jibepainizallii pUHKY TMpalll He JOCTaTHhO - MOTpiOHA TaKOXX CUJIbHA Jep)KaBHA
JOTIOMOTa.

Tonaxu noeunni euumucs y Qinis, a imanivyi - y Himyise

Jle B3sATH TpomIi HAa HABYaHHS, CTAKYBAaHHS, 3a0XOYCHHS POOOTOABIIIB
MpUiiMaTH MOJIOJMX JIFOJACH Ha TMPaKTUKy? Y €BPO30HI BXKE 3ayMYIOTHCS Ha
CTBOPEHHSIM OKPEMOTO OIO/KETY, SIKHU CHPSIMYIOTh Ha pedOpMH Ha PUHKY TIpalli.
Takoxx wactuHy 3arampHoro Oropkery €C BHKOPUCTAIOTh ISl MpOQeciitHOi
MiATOTOBKH MOJIOJIUX TIPAIliBHUKIB.

"OnHak OUTBIITY YacTHUHY TpoOIIeld JOBEACThCS BUTPATUTH 31 CBOEI KHILICHI
KOXH1 Kpaini okpeMo: Lle okynutecs. [nBectutii B po3mipi €10 mapa y "T"apanrii
JUIS MOJIOJIUX" 3MOXKE BPSATYBATH 2 MJIH MOJIOJUX JIFoAeH Bija 6e3polittsa g0 2014

poky", - moscuuB Iletpo Marisam, npencrtaBuuk Opranizailii €BponencbKoro
MOJIOJIKHOTO (hOpyMYy.
"TapanTii mis mosogux" — 1€ IIBHUANIE PEKOMEHJAIls, aHDK BBEIACHHS

xopcetkux mnpaswi ais kpain €C. Ha nmomatok go "rapantii" Bproccenbs Takox
COpSIMY€ 3yCHIUISA OO TOKPAIIECHHS CTaXyBaHHS ISl MOJOJUX JIOAEH, adu
BOHH, OKpPIM cepTU(]iKaTy, MepelHsIN Ha MICUSAX NPAKTUKA JIMCHO LIIHHUHI JTOCBII.

"[Tonsikam, HapewTi, MOTPIOHO BUMUTHCA Y (PIHIB 1 aBCTPINIIIB, a ITANINALIAM - B
HiMIIIB. [le Oyno O HalOUIBIIUM AOCSITHEHHSIM Komicapa AHJopa", — HaroJaoCHIn
MpeaICcTaBHUKU €BPOKOMICII.

18. Read and translate the text. Prepare a talk about ways of managing
unemployment stress.

Job Loss and Unemployment Stress
Tips for Staying Positive During Your Job Search
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It’s normal to feel hurt, vulnerable, or angry after losing a job. The good news is
that despite the stress of job loss and unemployment, there are many things you can
do to take control of the situation and maintain your spirits. You can get through
this tough time by taking care of yourself, reaching out to others, and taking the
opportunity to rethink your career goals and rediscover what truly makes you
happy.

Our jobs are much more than just the way we make a living. They influence how
we see ourselves, as well as the way others see us. Our jobs give us structure,
purpose, and meaning. That’s why job loss and unemployment is one of the most
stressful things you can experience.

Beyond the loss of income, losing a job also comes with other major losses,
some of which may be even more difficult to face:

« Loss of your professional identity

« Loss of self-esteem and self-confidence
Loss of your daily routine
Loss of purposeful activity
Loss of your work-based social network

« Loss of your sense of security

Grief is a natural response to loss, and that includes the loss of a job. Losing
your job takes forces you to make rapid changes. You may feel angry, hurt,
panicked, rejected, and scared. What you need to know is that these emotions are
normal. You have every right to be upset, so accept your feelings and go easy on
yourself.

Also remember that many, if not most, successful people have experienced
major failures in their careers. But they’ve turned those failures around by picking
themselves up, learning from the experience, and trying again. When bad things
happen to you—Iike experiencing unemployment—you can grow stronger and
more resilient in the process of overcoming them.

Coping with job loss and unemployment stress tip 1: Face your feelings

Fear, depression, and anxiety will make it harder to get back on the job market,
so it’s important to actively deal with your feelings and find healthy ways to
grieve. Acknowledging your feelings and challenging your negative thoughts will
help you deal with the loss and move on.

Surviving the emotional roller coaster of unemployment and job loss

« Talk to a trusted friend or family member about what you’re going through.
He or she doesn’t have to offer solutions, just be a good listener. The simple act of
sharing can often make you feel better.

« Write about your feelings. Express everything you feel about being laid off
or unemployed, including things you wish you had said (or hadn’t said) to your
former boss. This is especially cathartic if your layoff or termination was handled
in an insensitive way.

« Accept reality. While it’s important to acknowledge how difficult job loss
and unemployment can be, it’s equally important to avoid wallowing. Rather than
dwelling on your job loss—how unfair it is; how poorly it was handled; things you
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could have done to prevent it; how much better life would be if it hadn’t
happened—try to accept the situation. The sooner you do, the sooner you can get
on with the next phase in your life.

« Don’t beat yourself up. It’s easy to start criticizing or blaming yourself when
you’ve lost your job and are unemployed. But it’s important to avoid putting
yourself down. You’ll need your self-confidence intact as you’re looking for a new
job. Challenge every negative thought that goes through your head. If you start to
think, “I’m a loser,” write down evidence to the contrary: “I lost my job because of
the recession, not because I was bad at my job.”

« Look for the silver lining. Losing a job is easier to accept if you can find the
lesson in your loss. What can you learn from the experience? Maybe your job loss
and unemployment has given you a chance to reflect on what you want out of life
and rethink your career priorities. Maybe it’s made you stronger. If you look,
you’re sure to find something of value.

Beware of pitfalls

o Taking refuge in your “cave” may provide temporary comfort, but is little
help if your time spent there is not constructive. Surrounding yourself with
positive, supportive family and friends may better help your self-esteem.

. Venting your anger and frustrations may only make you feel worse if you
find yourself in the middle of a “pity party.” There are people who actually enjoy
misery and the misfortune of others.

« Drinking is at best a temporary relief, and for some people, can lead to a
crippling addiction.

Coping with job loss and unemployment stress tip 2: Reach out

Don’t underestimate the importance of other people when you’re faced with job
loss and unemployment. Be proactive. Let people know that you lost your job and
are looking for work.

Taking action will help you feel more in control of your situation—and you
never know what opportunities will arise. Plus, the outpouring of support you
receive may pleasantly surprise you. Simple words of sympathy and
encouragement can be a huge boost in this difficult time.

Turn to people you trust for support

Share what you’re going through with the people you love and trust. Ask for the
support you need. Don’t try to shoulder the stress of job loss and unemployment
alone. Your natural reaction may be to withdraw out of embarrassment and shame
or to resist asking for help out of pride. But avoid the tendency to isolate. You will
only feel worse.

Join or start a job club

Other job seekers can be invaluable sources of encouragement, support, and job
leads. You can tap into this resource by joining or starting a job club. Being around
other job seekers can be energizing and motivating, and help keep you on track
during your job search.

To find a job club in your area, check out:

« Your local public library
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« College and university career centers

« Professional networking sites

« The classifieds or career section of the newspaper

« Resources & References section below for links

Stay connected through networking

The vast majority of job openings are never advertised; they’re filled by word of
mouth. That’s why networking is the best way to find a job. Unfortunately, many
job seekers are hesitant to take advantage of networking because they’re afraid of
being seen as pushy, annoying, or self-serving. But networking isn’t about using
other people or aggressively promoting yourself—it’s about building relationships.
As you look for a new job, these relationships can provide much-needed feedback,
advice, and support.

Networking is much easier than you think

Networking may sound intimidating or difficult—especially when it comes to
finding a job or asking for help—but it doesn’t have to be. Networking can be
rewarding and fun, even if you’re shy or you feel like you don’t know many
people.

Coping with job loss and unemployment stress tip 3: Involve your family

Unemployment affects the whole family, so keep the lines of communication
open. Tell your family what’s going on and involve them in major decisions.
Keeping your job loss or your unemployment a secret will only make the situation
worse. Working together as a family will help you survive and thrive, even in this
difficult time.

« Keep your family in the loop. Tell them about your job search plans, let them
know how you’re spending your time, update them on promising developments,
and let them know how they can support you while you’re unemployed.

. Listen to their concerns. Your family members are worried about you, as
well as their own stability and future. Give them a chance to talk about their
concerns and offer suggestions regarding your job loss and unemployment.

« Make time for family fun. Set aside regular family fun time where you can
enjoy each other's company, let off steam, and forget about your job loss and
unemployment troubles. This will help the whole family stay positive.

Helping children cope with a parent’s unemployment

Children may be deeply affected by a parent's unemployment. It is important for
them to know what has happened and how it will affect the family. However, try
not to overburden them with the responsibility of too many of the emotional or
financial details.

« Keep an open dialogue with your children. Letting them know what is really
going on is vital. Children have a way of imagining the worst when they write their
own "scripts,” so the facts can actually be far less devastating than what they
envision.

« Make sure your children know it's not anybody's fault. Children may not
understand about job loss and immediately think that you did something wrong to

126



cause it. Or, they may feel that somehow they are responsible or financially
burdensome. They need reassurance in these matters, regardless of their age.

« Children need to feel they are helping. They want to help and having them
do something like taking a cut in allowance, deferring expensive purchases, or
getting an after-school job can make them feel as if they are part of the team.

Coping with job loss and unemployment stress tip 4: Take care of yourself

The stress of job loss and unemployment can take a toll on your health. Now
more than ever, it’s important to take care of yourself. That means looking after
your emotional and physical needs and making stress management a priority.

Tips for managing unemployment stress

« Maintain balance in your life. Don’t let your job search consume you. Make
time for fun, rest, and relaxation—whatever revitalizes you. Your job search will
be more effective if you are mentally, emotionally, and physically at your best.

. Make time for regular exercise. Exercise can be a great outlet for stress and
worry while you’re unemployed and looking for work. It is also a powerful mood
and energy booster. Aim for at least 30 minutes of exercise on most days of the
week.

. Get plenty of sleep. Sleep has a huge influence on your mood and
productivity. Make sure you’re getting between 7 to 8 hours of sleep every night. It
will help you keep your stress levels under control and maintain your
focus throughout your job search.

. Practice relaxation techniques. Relaxation techniques such as deep
breathing, meditation, and yoga are a powerful antidote to stress. They also boost
your feelings of serenity and joy and teach you how to stay calm and collected in
challenging situations—including job loss and unemployment.

Staying positive during a long job search

A long job search can wear on your attitude and outlook, especially if you’re
unemployed. If it’s taking you longer than anticipated to find work, the following
tips can help you stay focused and upbeat.

. Keep a regular daily routine. When you no longer have a job to report to
every day, you can easily lose motivation. Treat your job search like a regular job,
with a daily “start” and “end” time. Following a set schedule will help you be more
efficient and productive while you’re unemployed.

« Create a job search plan. Avoid getting overwhelmed by breaking big goals
into small, manageable steps. Instead of trying to do everything at once, set
priorities. If you’re not having luck in your job search, take some time to rethink
your goals.

« List your positives. Make a list of all the things you like about yourself,
including skills, personality traits, accomplishments, and successes. Write down
projects you’re proud of, situations where you excelled, and things you’re good at.
Reuvisit this list often to remind yourself of your strengths.

« Volunteer. Unemployment can wear on your self-esteem and make you feel
useless. Volunteering helps you maintain a sense of value and purpose. And
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helping others is an instantaneous mood booster. Volunteering can also provide
career experience, social support, and networking opportunities.

« Focus on the things you can control. You can’t control how quickly a
potential employer calls you back or whether or not they decide to hire you. Rather
than wasting your precious energy on things that are out of your hands, turn your
attention to things you can control during your unemployment, such as writing a
great cover letter and resume tailored to the company you want to work for and
setting up meetings with your networking contacts.

19. Act out the dialogues and produce your own.

Dialogue Between Two Friends on Unemployment Problem

Zafi: Hello, Zarif. What's up?

Zarif: It's cool. What about you?

Zafi: 1 am not so well. I am worried about my future life. If I remain unemployed

after finishing my exam, it will be too much unfortunate.

Zarif: Unemployment has really become an acute problem in our country as the
number of unemployed people is more than the job opportunities available
here.

Zafi: You are absolutely right, but | believe that if you want to be employed, you

must have to learn some skill on certain profession.

Zarif: | agree with you. And that's why everyone should decide what he is going to
do after passing SSC Examination.

Zafi: Will you tell me please how we can come out of unemployment?

Zarif: Yes, you should learn some profession and acquire some skills. If you are
skilled, you can employ yourself in any trade or profession.

Zafi: But what about the disabled persons?

Zarif: No problem for them also. Nowadays the disabled persons are being trained
in various professions and skills according to their ability. And they are
doing good.

Zafi: Are you sure, they can?

Zarif: Of course. | know many institutions that train up the disabled. I know many
disabled persons who have become self-employed or employed by others.

Zafi: Who do you think the unemployed section of our society?

Zarif: Some youths, students and those who are blind, deaf, dumb, and lame.

Zafi: Thank you for sharing your thoughts with me.

Zarif: You are most welcome.

When will there be jobs for young people?
Katie Shaw: | graduated in September, after studying fine art and history. I've
been trying to get a career started, to do with my degree, and I'm interning at a
gallery and working part time. I'm essentially being supported by my partner.
John Cridland: That's not what you expected when you started the degree?
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KS: I knew it wasn't going to be easy, but I started in 2008, just as everything
started crashing, and | went into the degree with a different mindset. It was
a wonderful degree, but looking at it with the benefit of hindsight, | don't think I
could justify taking it.

JC: The current circumstances could not be more difficult for graduate
employment. We don't know how long it's going to take to get back to better times.
KS: There are so many people who take part-time jobs to stay afloat, and they
don't get included in these unemployment figures. We're only in part-time work
because we can't find full-time jobs. The issue for my career is that funding cuts to
arts organisations means they are relying more heavily on volunteers and interns to
pick up the slack.

JC: Internships are incredibly valuable because there are lots of arts institutions
and charities where it's not a choice between paying and not paying, it's a choice
between someone having the opportunity to get experience or there being no
opportunity. At a charity, for example, if those internships had to be paid, they
wouldn't exist. | think you need to keep those opportunities open. In a difficult
labour market, research shows the scarring effects are particularly damaging for
young people. Unemployment is horrible for anybody, but at the beginning of a
career it can hold you back for a long period. So the benefit of internships is in
keeping your CV fresh, so when the market turns and employers see you have
relevant experience ...

KS: | recognise that scarring effect, and I've seen a lot of people going through it.
There is a lot of frustration for people going into these [work experience] schemes.
| know I'm not going to get employed by the people I'm interning with — I'm on a
three-month rotation of other interns. You're essentially working for free,
regardless of the experience you gain. Then, it's divided into people who can afford
to be an intern and still pay their rent, or their parents can afford to support them,
and people who can't, and so don't get that experience. Already you're getting the
rich/poor divide. There are these work placements that are essentially working in
Tesco, which | have an issue with. It's one thing small arts organisations taking on
interns and perhaps not behaving the way they should, but it's different for
companies like Tesco, who make millions, and they aren't paying people. It's billed
as this great "getting people into work" thing, and | have an issue with that.

JC: The companies would say they have more applications for graduate jobs than
they can take on. They can fill the job requirements without difficulty. It's a buyers'
market, and so | don't see companies exploiting people, | see them saying we will
create some work-experience opportunities — which are not jobs being filled by
work-experience people. Some of these choices aren't very enviable, but I think it's
much better that somebody is keeping their skills fresh and has some work
experience ona CV.

KS: You can understand that this buyers' market is open, regardless of the best
intentions, to exploitation?

JC: It is. There are always bad apples. Regulation needs to be targeted at people
who are abusing the situation.
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ES: Does it worry you that a generation of young people can't get jobs at a time
where executive pay is high?

JC: What does worry the CBI is if what business is doing isn't acceptable to the
rest of society — if there is a gap between what happens in the boardroom and what
happens on the street. There is a relatively small number of people on these mega
salaries that the media like to focus on. | think it's good news for Britain if we have
world-class companies headquartered in the UK. That small minority of really big
companies, their CEOs are in a global pool of talent, so if you want to have
someone running one of those companies, you are attracting somebody who could
work anywhere else in the world, and there is a labour market price. But that's not
the whole of the business community.

ES: Is there not something wrong about Tesco's chief earning £1.1m [although his
total package could be worth £6.9m this year], and advertising unpaid jobs in
return for jobseeker's allowance?

JC: Let's be clear what the senior management of Tesco are running — a global
company. We're talking about a supermarket that employs half a million people.
What do you pay the boss of a business that is responsible for them? You probably
pay them rather more than | earn — I employ just under 250 people.

ES: The CBI supports spending cuts, but how do people live if they are
volunteering or working as an unpaid intern?

KS: It's presented as preparing your CV, but people have to pay the rent and eat.
JC: It depends how long it lasts. Sometimes we can cope with difficult
circumstances if we can see light at the end of the tunnel. Business will start
recruiting if it believes the economy is picking up. I think early 2012 feels a lot
better than late 2011. Although the Eurozone crisis is on the news every night, it's
beginning to feel less bad. This week we've had bad unemployment news, but
we've had more encouraging inflation figures, and if it falls such that when we go
to the petrol pumps or the supermarket we see we have more money to spend on
other things, then business can start to employ more people. Jobs are a
consequence of demand in the economy.

ES: Katie, how optimistic do you feel about getting a job?

KS: It will be a case of juggling jobs. I don't think I will walk into a full-time job, I
don't have any illusion about that.

JC: Government can't create jobs, only business can. The main responsibility of
government is to tackle the deficit and to have a growth strategy, because you can't
achieve growth simply by cutting. Although I don't think the government can
create jobs, it can certainly influence who can get the jobs. The CBI has been very
clear that the priority group today are young people.

20. Render the text into English.
IigcTaBu 151 NPUNIMHEHHS TPYAOBOI0 10r0BOPY
[TincTaBamu 17151 TPUIMTHHEHHS TPYAOBOTO JIOTOBOPY €:
1) 3roma ctopiH;
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2) 3aKiHYeHHS CTPOKY, KpIM BHIIQJKIB, KOJH TPYIOBI BITHOCHMHU (PAKTHUHO
TPUBAIOTH 1 )KOHA 31 CTOPIH HE OCTABUJIA BUMOTY iX IPUITUHEHHS;

3) nmpu3oB abo BCTym IpalliBHHKa Ha BIMCHKOBY CykOy, HampaBjeHHS Ha
albTEPHATUBHY (HEBIHCHKOBY) CIIYkOY;

4) posipBaHHS TPYJOBOrO JOTOBOPY 3 1HIIIATHBHM MpaIlliBHUKA, 3 1HII[IaTHBH
BJIAaCHUKA a00 YMOBHOBAKEHOTO HUM OpraHy a0o Ha BUMOTY HpO(CHiIKOBOTO
KOMITETY;

5) mepeBeneHHs TMpalliBHUKA, 33 WOTO 3TOJO0I0, Ha IHIIE MiAMPUEMCTBO, B
YCTaHOBY, OpraHizarlito abo rmepexia Ha BHOOPHY MOcady;

6) BiAMOBa TIpaIliBHUKA BiJl IEPEBEICHHS Ha POOOTY B 1HIIY MICIEBICTh Pa3oM 3
MITPUEMCTBOM, a TaKOK BIIMOBA BiJ MPOJOBKEHHS pOOOTH Y 3B' SI3KY 31 3MIHOIO
ICTOTHUX YMOB IIpaili;

7) HaOpaHHS 3aKOHHOI CHJIM BHPOKOM CYAY, SIKMM TpalliBHUKA 3aCYHKEHO 0
1mo30aBJEHHSI BOJII, BUIPABHUX pOOIT HE 3a MicueM poOoTu abo A0 1HIIOrOo
MOKapaHHs, IKe BUKJIIOYAE MOXKIIMBICTD MPOJIOBKEHHS JaHOT poOOTH;

8) mijcTaBu, nependaueHi KOHTPAKTOM.

3MiHa MANOPSIKOBAHOCTI MIAMPHUEMCTBA HE IPUITMHSIE 111 TPYA0BOTO JIOTOBOPY.

VY pasi 3MiHM BIacCHUKA MiANPUEMCTBA, a TaKOX Yy pa3i MOro peopranizaiii
(3MUTTS, TpPUENHAHHS, TONUTY, BHUIUICHHS, TEPETBOPEHHS) [isl TPYIOBOTO
JIOTOBOPY TpAIliBHUKA MPOJOBKYEThCS. [IpUNHUHEHHS TPYIOBOrO JOTOBOPY 3
HIIIaTUBUA BJacCHUKAa a00 YMOBHOBA)XEHOI'O0 HUM OpPraHy MOKJIMBE JIMIIE Yy pasl
CKOPOYEHHS YUCEIBHOCTI 200 IITATy MPaLIBHUKIB.

Kpim mizicraB, nepeabadyeHux BUIIE TPYAOBHIA JOTOBIP MPUIUHSIETHCS TAKOXK Y
BUMAJKy HampaBleHHS TMpaliBHUKAa 3a TOCTAaHOBOIO CyIy MO JKyBaJbHO-
TPYJOBOTO PO(]IIAKTOPIIO.

Po3ipBaHHSsI TPY10BOI0 10T0BOPY, YKJIA€HOT0 HA HEBU3HAYEHUH CTPOK, 3
iHiiaTUBU MpaniBHUKA

[IpamiBHUK Mae TmpaBO po3ipBaTH TPYIOBUN JIOTOBIp, VYKIAJAEHUN Ha
HEBU3HAYCHHI CTPOK, MOTEPEIUBIIH MPO 1€ BIIACHUKA MHCHMOBO 3a JIBA THXKHI. Y
pasi, SKIIO 3asBa MpalliBHUKA TPO 3BUIBHEHHS 3 POOOTH 3a BIIACHUM Oa)KaHHSM
3yMOBJIEHA HEMOXKJIMBICTIO TMPOJIOBXKYBaTH pPOOOTY (Tepei3l Ha HOBE MiCIe
MPOKMBAHHS, TIEPEBEICHHS YOJIOBIKa 200 IPY>KWHU HA pOOOTY B 1HIILY MICIIEBICTb,
BCTYIN JI0 HABYAJIBHOTO 3aKJa/ly, HEMOXJIMBICTh MPOXUBAaHHA y JaHI MiCUEBOCTI,
MIITBEP/PKEHA MEIUYHUM BHCHOBKOM, BariTHICTh, JOIJISIA 3a JUTHHOK JI0
JIOCSITHEHHSI HEI0 YOTUPHAIUATUPIYHOTO BIKY 200 AUTH-HOIO-IHBAIIAOM, AOTJIS 32
XBOPUM 4YJIEHOM CIM' 1 BIMOBIAHO JO MEIMYHOTO BHUCHOBKY a0o0 i1HBamijgoM I
rpynu, BUX1J HA MEHCII0, IPUUHSITTS Ha poOOTY 32 KOHKYPCOM, a TaKOX 3 1HIIMX
NOBXHUX NPHUYMH), BIACHUK MOBUHEH PO3IpBAaTH TPYJIOBUN JIOTOBIp Yy TEPMiH,
PO KU TMPOCUTH MIPAITIBHUK.

SKI0 mpariBHUK MICs 3aKIHYEHHST TEPMIHY TIOTIEPEIKEHHS PO 3BUILHCHHSI HE
3aUIIMB POOOTH 1 HE BUMAarae po3ipBaHHS JIOTOBOPY, BIACHUK HE BIpPaBl
3BUTBHUTH HWOTO 32 MOJAHOK0 pPaHiIle 3asBOI0, KPIM BHITQJIKIB, KOJIM Ha HOTO MicCIle

131



3aMpoOIICHO 1HIIOTO TMpAaIliBHUKA, SKOMY BIJITOBITHO 0 3aKOHO/IAaBCTBA HE MOXKE
OyTH BIIMOBJICHO B YKJIQJICHHI TPYJOBOTO JOTOBOPY.

[TpamiBHUK Ma€e MpaBo y BU3HAUYECHUH HUM TEPMiH PO3ipBaTH TPYAOBHIMA JOTOBIp
3a BIIACHUM Oa)KaHHSM, SKIIO BIACHUK a00 YNOBHOBKEHUI HHUM OpraH He
BUKOHY€E 3aKOHOJABCTBO IMPO OXOPOHY Mpalli, YMOBH KOJEKTHBHOTO IOTOBOPY 3
[IUX MMUTaHb.

IIpoaoB:xkeHHs Aii CTPOKOBOI0 TPY/I0BOI0 I0TOBOPY HA HeBU3HAYEHMIl
TepMiH
SIkuio micng 3aKkiHUEHHS TEPMiHY TPYAOBOTO JOTOBOPY TPYAOBI BITHOCHHHU
(baKkTUYHO TPUBAIOTH, 1 KOJHA 31 CTOPIH HE BUMArae€ iX MPUIMHEHHS, Jif IOTO
JIOTOBOPY BBAYKAETHCS MPOJTOBKEHOIO HA HEBU3HAYEHHI CTPOK.

Po3ipBaHHS TPYyI0BOI0 JOT0BOPY 3 iHIiaTUBH BJIACHUKA

TpynoBuit noroBip, yKjIaJeHH Ha HEBU3HAYEHUW TEPMiH, a TAKOXK TPYJAOBHIMA
JIOTOBIp 7O 3aKIHYEHHS TEpPMIHYy MOro YMHHOCTI MOXYThb OyTH pO3ipBaHi
BJIACHUKOM JIMIIIE Y BUIAIKAX:

1) 3MiHM B opranizaiii BUpPOOHUIITBA 1 Mpalli, B TOMY YHCIl JIKBIJAIIIi,
peopranizamii ado nepenpodiIFOBaHHS MANMPUEMCTBA, CKOPOUCHHS YHCEIIBHOCTI
abo mTaTy mpaliBHUKIB;

2) HEBIANOBIJHOCTI MpaliBHUKA 3aliMaHii mocaal abo BHKOHYBaHIM poOOTI
BHACIIJIOK HEIOCTAaTHHOI KBaii(ikauii abo cTaHy 3/0pOB's, SIKl MEPEIKOIKAIOThH
MIPOJIOBXKEHHIO JTaHOT pOoOOTH;

3) cucTeMaTMYHOrO HEBUKOHAHHS MPAI[IBHUKOM 0€3 MOBAXKHUX MpPUYMH 00OB'
SI3KiB, TTOKJI/ICHUX Ha HHOTO TPYAOBUM JOTOBOPOM a00 MpaBUIaMH BHYTPIIIHBOTO
TPYAOBOTO PO3MOPSAKY, SKIIO A0 MpalliBHUKA pPaHIIIE 3aCTOCOBYBAINCS 3aXOIU
JTUCIUTUIIHAPHOTO YU TPOMAJICHKOTO CTATHEHHS;

4) mporyny (B TOMY 4YHCII BIJICYTHOCTI Ha POOOTI OiIbIIE TPbOX TOAUH
MPOTATOM poOOYOTO JHs) 0€3 MOBAKHUX MPUUNH;

5) HeBuxia Ha PoOOTY MPOTATOM OUIbIIE YOTUPHOX MICSIIIB MIAPS] BHACHIIOK
TUMYaCOBOI HEIpaIe3aTHOCTI, HEe paxyuH BIJITYCTKUA MO BariTHOCTI 1 pojax,
SKIIO 3aKOHOJABCTBOM HE BCTAaHOBJICHHM TPUBAIIIIUN CTPOK 30€pexKEHHS MICIs
poOoTH (mocaau) Mpu MEBHOMY 3aXBOPIOBaHHI. 3a MpalliBHUKAMH, K1 BTPATHIN
nmpane3laTHICTh Yy 3B' 3Ky 3 TPYJOBUM KaJIITBOM abo mpodeciiiHuM
3aXBOPIOBAHHSIM, Miclle poOoTH (mocaam) 30epiraerbcs A0  BITHOBJICHHS
npare3aaTHOCTI @00 BCTaHOBJIEHHS 1HBAJIITHOCTI,

6) MOHOBJICHHS Ha POOOTI NpalliBHUKA, IKUI paHillle BAKOHYBAB I[10 POOOTY;

7) mosBM Ha poOOTI B HETBEPE3OMY CTaHI, y CTaHl HAPKOTUYHOrO abo
TOKCHYHOTO CIT' STHIHHS;

8) BUMHEHHS 3a MiclleM poOOTH pO3KpajaHHs (B TOMY YHCHI JAPIOHOTO) MaiiHa
BJIACHWKA, BCTAHOBJIEHOTO BHUPOKOM CyAy, IO HaOpaB 3aKOHHOI CWUJIH, YU
MOCTAaHOBOIO  OpPTraHy, JI0 KOMIIETEHIli  SKOTO  BXOJUTh  HaKJIaJaHHS
aZIMIHICTPATUBHOTO CTATHEHHs a00 3aCTOCYBAaHHS 3aX0/11B TPOMAJICHKOTO BILIKBY.
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3BITbHEHHS JOIMYCKAETHCS, SKIIO HEMOXKJIMBO MEPEBECTH MpAIiBHUKA 32 HOTO
301010 Ha IHIIY POOOTY.

He nomyckaeThcst 3BUTbHEHHS MpalliBHUKA 3 1HINIATUBY BIAaCHUKA B MEPi0JI HOTO
TUMYAcOBO1 HEMpaIe3JaTHOCTI, a TaKoX y TepioJ mepeOyBaHHS MpaIliBHUKA Y
Biamyctii. lle mpaBuio HE TOMIMPIOETHCS HA BHUMNAAOK ITOBHOI JIKBiAAIli
MINPUEMCTBA, YCTAaHOBH, OpraHi3aliii.

TpynoBuil 1OroBip 3 IHIIIATHBH BJacHHWKA a00 YIMOBHOB)XEHOTO HUM OpPTaHy
MOKe OyTH pO3ipBaHHI TAKOXK y BUMAIKAX:

1) omHOpa3oBOro TpyOOro MOPYIIEHHS TPYAOBUX OOOB' S3KIB KEPIBHUKOM
HiANPUEMCTBA, YCTAaHOBH, oprasizaiii ((pimiany, mpeacTaBHUITBA, BIAIIJICHHS Ta
IHIIOTO  BIIOKPEMJIGHOTO  MIAPO3/iTy), HOro  3acTylMHHUKaMH, TOJIOBHUM
OyXTanTepoM MiAMPUEMCTBA, YCTAHOBH, OpraHi3ailii, Horo 3acTyTHUKAMH, a TaKOX
CITy>k00BUMH 0COOaAMH MUTHHUX OpPTaHiB, A€PKABHHUX MOJATKOBUX 1HCHEKIIN, SKHUM
MIPUCBOEHO MEPCOHANIbHI 3BaHHSI, 1 CIIy’)KOOBUMHU 0CO0aMU JIep>KaBHOT KOHTPOJIHHO-
PEBI31HHOT CITyKOM Ta OpraHiB JIEP>KaBHOTO KOHTPOJIIO 32 LIHAMH;

2) BUHHHMX il TpaiiBHUKA, KU Oe3mocepeHh0 OOCIYyroBy€ TpOIIOBI Ta
TOBapHi I[IHHOCTI, SKIIO I Jii JalOTh MIJACTaBU JUIsl BTPATU JOBIP'S 10 HHOTO 3
OOKy BJIaCHHUKA.

3) BUMHEHHS TMpAaIliBHUKOM, SKUH BHKOHYE BHUXOBHI (DYHKIII aMOpaibHOTO
MPOCTYIKY, HE CYMICHOTO 3 MPOJOBKEHHSIM JIaHO1 POOOTH.
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