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NEPEAMOBA

Hapuaneuuit moci6auk “English for Professional Communication”
VKIAICHUN JUIsl CTYACHTIB OCBITHBOTO CTyIeHA “Marictp” cremiaib-
HOCTEH 113 “TIpuknaana MareMaTuka’, 125 “Kibepbe3mneka”,
141 “EnexTpoeHepreTnka, eJIEKTPOTEXHIKA Ta eJIeKTpOMeXaHika”,
105 “TIpuknanna ¢iszuka ta Hanomarepianu”, 151 “ABroMaTH3aiis Ta
KOMII’ FOTepHO-IHTerpoBaHi TexHoJorii”, 152 “Merposoris ta indopma-
HiHO-BUMiproBaNbHA TexHika’, 163 “biomennuna imxenepis” Ta 172
“TenmexomyHikarii Ta pamgioTexHika”’. BiH 0XOIUTIOE TeMH TUCITUTLIIHU
“JlimoBa iHO3eMHa MOBa” Ta TIOEIHYE KOMYHIKaTUBHY CIIPSIMOBAHICTh i
3B’S30K 13 CYCHUIBHUMU Ta ()aXxOBUMH JUCIUILTIHAMU CTYCHTIB.

Merta HaBYaIBHOTO TOCIOHMKA — TOTIOMOTTH CTYJIEHTaM JIOCKOHAJIO
oraHyBaTH MpodeciiiHe IHIIOMOBHE MOBJICHHSI, a came: 30araTUTH CIIOB-
HUKOBHH 3amac i 3aKpilUTH HOTO y MeKaxX TeMaTHYHHX PO3ALTIIB; po3-
BUHYTH CTiiKi HABUYKH MOBJICHHS, YNTaHHSI, TIEPEKIIay, aHOTYBaHHS Ta
pedepyBaHHS OpHUTIHAIBHOL JIITEPATypH; MOTHUBYBATH Ta 3a0XOTHUTH 0
nojaneinoi npodeciiiHol Ta HayKOBOI AisJIBHOCTI. 3alpONOHOBaHI aB-
TEHTHYHI ¥ afanToBaHi TeKCTH AiOpaHi 3 MpoQiIBHUX BUIaHb, TEMAaTU4-
HUX CalTiB B iHTEpHETi, OCKUIbKH BOHH (DIKCYIOTh aKTyaJIbHI TEHICHIII1
Cy4acHOTO HayKOBO-TEXHIYHOTO PO3BUTKY. PoOoTa 3 muMu MarepiaaamMu
JTa€ TIOMITOBX J0 PO3BUTKY KPUTUYHOTO MUCIICHHS 1 aHATITHYHHUX 31i0-
HOCTEH CTYAEHTIB, BUPOOJIs€ HABUYKH IOIIYKY iH(OopMaIllii, OIliHIOBaH-
HA i1 AKOCTI ¥ CIIOHYKA€E IO CAMOOCBITH JJIsI MTPOdeciitHOro 3poCcTaHHs.

TemaTn4HMA MaTepiall KOXHOTO MOAYJIS 3aKPIIUIIOETHCS CHCTEMOIO
BIIPaB, SIKi JIO3BOJISIOTH MPAIIOBATH OKPEMO 3 JIEKCHYHUMHE OJWHHIISMH,
31 CIIOBOCTIONyYEHHSMH, PEUCHHSMH Ta TEKCTOM 1 PO3MOMUISIOTHECS 3a
piBHeM ckimagHocTi. OKpiM 3alpONOHOBAHMX HAaBYaJbHUX MaTepiaiiB
MOCIOHWK MICTUTh TaKOXX 3aBJaHHSI KOMYHIKATHBHOI CIPSMOBAHOCTI 3
BUKOPUCTAaHHSIM CYYaCHHX IHTEPaKTUBHHX TEXHOJIOTIH: POILOBHUX irop,
«MO3KOBOI'O HITYpMY», poOOTH y Iapax, rpyrnax, MmiroTOBKH Mpe3eHTa-
1Ii}1 Ta TBOPYMX 3aBJIaHb, 1110 CHPUSIOTH AKTUBI3aIlil POOOTH CTYICHTIB.

3acBOEHHS JIEKCUYHOTO 1 TPaMaTHYHOTO MaTepiairy JOMOMOXKE CTy-
JIEHTaM IIHpIIe BUKOPUCTOBYBATH aHTJIIOMOBHY JIITEPAaTypy BiAMIOBIAHO
[0 3amporoHoBaHuXx TeM Kypcey: “Ilpodeciitne cminkysanHs. Bnamry-
BaHHs Ha poOoty. /linoBa momopox 3a xopaoH”, “MoBa HanmucaHHA J10-
cmiHUIBKUX poOiT. [Ipe3enTamii”.



INTRODUCTION

The “English for Professional Communication” is intended to be an
interesting and stimulating course designed for the first-year Master’s
Degree students studying at the National Aviation University. The aim
of the textbook is to develop and extend the English language and com-
munication skills the students can use in their academic and professional
life.

We hope that students find all the information given in the textbook
challenging and useful. There is a set of communication tasks since ef-
fective communication is important for students’ personal and future
professional lives.

The “English for Professional Communication” provides the practi-
cal reading, speaking, listening and writing skills necessary for people
who need English for professional communication. The textbook com-
prises two modules which cover the following areas:

»  Professional Communication. Applying for a Job. The Business
Trip (entering the job market, stages in job application, preparing a CV
(resume), writing a cover letter, preparing for a job interview, answering
interview questions, communication during the business trip).

» Language for Writing Research Papers. Presentations (scientif-
ic language, preparing a conference abstract, an article or a report, refer-
ences, making a presentation).

Each module consists of units giving training and practice in reading,
listening, writing and speaking skills. The authors of the textbook have
used authentic materials such as genuine CVs (resumes), cover letters,
conference abstracts, reports, etc, which can be used as useful models
when creating students’ own ones as well as articles from newspapers,
magazines and websites.

The course is concerned with improving students’ listening and
speaking skills by practicing understanding audio- and videomaterials
and discussing them. The textbook provides a wide range of settings and
situations in which students can practice and improve their communica-
tion skills in English, so that they can become more confident, fluent
and more accurate. Each unit of the modules also contains a list of es-
sential vocabulary and a grammar workshop.

We hope you enjoy using the course and wish you success in your
professional communication!



Module 1

PROFESSIONAL COMMUNICATION.
APPLYING FOR A JOB. THE BUSINESS TRIP

Unit 1. Entering the Job Market.
Stages in Job Application

ESSENTIAL VOCABULARY

1. Advertise ['&dvataiz] peKJIaMyBaTH,1aBaTH OTOJIOICHHS
2. Advertisement [ad'v3:tismant] peKiama, OroJIoIeHHs
3. Applicant ['eplik(a)nt] NPETEH/ICHT Ha MOCca Ly
4. Application form [aplr kerf(a)n'fo:m] aHKeTa, OJIaHK 3asBU
5. Apply for a job[a'plar fo o 'dzob] TOIaBATH 3asIBY TIPO MPUHOM Ha
PpOOOTY, BIaIITOByBaTHCS Ha POOOTY
6. Appoint [a'paint] MPU3HAYATH
7. Background ['baekgraund] Giorpadiuni maHi, MArOTOBKA
8. Cover letter (AmE) ['kava'leto] CYIPOBIIHUI JHCT
Covering letter (BrE) ['kavorm'lets]
9. CV, Curriculum Vitae (BrE) pestome, KopoTka aBToGiorpadist
[ si:'vi:][ka, rikjslom'vi:tar]
10. Duty ['dju:ti] 000B’5130K
11. Employee [, implor'i:] MpaIiBHUK
12. Employer [im'ploio] poGoToaaBelpb
13. Employment [im'plormont] 3afHATICTB, TIparls, podoTa, Ciryx0a,
TIPHUTOM Ha poboTy
14. Fill in an application form (BrE) 3aMIOBHIOBATH aHKETY



15.

16.

17.
18.

19.
20.
21.

22.
23.
24.
25.
26.
27.
28.
29.
30.

31.
32.
33.
34.

35.
36.

Full-time job [ ful'taim 'dzob]
Hire ['hais]

Job [d3pb]
Job interview [dzob 'mtovju:]

Job seeker ['si:ka] / Job hunter
Occupation [ okju'perf(o)n]
Part-time job ['pa:t taim 'dspb]

Permanent job ['p3:m(s)nant 'd3pb]
Personal trait ['p3:san(a)l 'treit]
Position [pa'zif(o)n] / Post [paust]
Qualification [ kwolrfrkerf(a)n]
Recruit [rr'kru:t]

Referee [ refo'ri:]

Reference ['ref(a)rons]
Responsibility [r1s, ponsa'brliti]
Resume (AmME), résumé ['rezju:mer],
[r'zju:m]

Skills [skilz]

Transferable skills

[treens'f3:rabl 'skilz]

Temporary job ['temp(a)r(a)ri 'd3ob]
Turnover rate (of personnel)

['t3:n ouvo]

Vacancy ['veikonsi]

Work experience [1k'spi(a)rions]

READING

Exercise 1. Read the text below which presents some useful words and
phrases that you will hear many times throughout the job search
process. Then match the words with their definitions.

1. Occupation
2. Career

3. Job application

poboTa Ha IOBHUI poOOYMiA JCHB,
poboTa Ha TIOBHY CTaBKY

1. (v) naiimary;

2. (n) mpaniBHKK, HalMaHHS
pobora, mpars, ciryxba
criBOeciza Mpy BIAMITYBaHHI Ha
poboty

JIOIMHA, sIKa IIyKae poOoTy
3aHSTTA, Pil 3aHATH, podecis, pax
poboTa Ha HETIOBHUI poOOUMii
JIcHb, po0O0Ta 3a CYMICHHUIITBOM,
po0oTa 3 HEMTOBHOO 3AMHSATICTIO
nocTiiHa poboTa

ocoOuCTiCHa prca, XapaKTepUCTHKa
mocaja, Micre

KBaJTi(iKarisi, miAroTOBICHICTh
HallMaTH Ha poOoTy

TOH, XTO JJa€ PEKOMEH/IAIIII0
pPEKOMEHaLlisl, XapaKTepHCTHKA
BIAIIOBI1ZAIBHICTH, 000B’SI30K
pe3tome, KopoTka aBTodiorpadis

BMIiHHSI, HABUYKH

NPaKTHYHI HABUYKH, YHIBEpCalbHi
HaBUYKH, HABUYKH IIUPOKOTO 3a-
CTOCYBaHHS

THMYacoBa podoTa

TUTMHHICTH KaJpiB

BaKaHCIs, BIJILHE MICIIE
JIOCBiz poboTH

a) someone who is looking for a job.
b) a written request for employment, usually a

specific document to be completed.

7

¢) a more formal word for worker.



4. Applicant d) an occupation or a profession that requires
special training and continues over a long pe-

riod of time.

5. Apply for a job e) the person or a company making the decision
to give the applicant a job.

6. Job seeker f) a person who makes a formal application for
a job.

7. Employer g) a person’s work as a way to earn money.

8. Employee h) to formally ask for employment, usually in
writing.

WHAT IS THE DIFFERENCE BETWEEN A JOB, WORK, CA-
REER AND OCCUPATION?

What you do to earn your living is your job, your work, or more for-
mal your occupation. The words career, job, and occupation are often
used interchangeably. To be specific, a job is what you show up to for
work; a career spans your lifetime and includes your education, training,
professional memberships, volunteering and your full history of paid
work. An occupation describes a type of work with associated tasks,
education and training, typical wages, work settings, and more.

Let’s consider these terms in details.

Ajobis a regular and official activity that you do, and receive
money (a salary) for your activity, especially what you do for a particu-
lar company or person. It is also called a profession or an occupation.
You can have a full-time job (a job that you do for at least the same
number of hours a week as people usually work, around 40 hours per
week) or a part-time job (a job that you do for fewer hours a week than
people usually work, around 25 hours per week), a permanent job or a
temporary job.

When someone is looking for a job, this is sometimes called
the “job hunt” or “job search. The process of trying to get a specific
job — when you send your resume or CV to a company — is
called applying for a job.

The word job is a countable noun:

e.g. Right after graduating from college, | had two jobs so that I could
pay off my student loans faster.

A post and position are more formal words for particular job. A post
is a particular job within a company or organization, especially a job

8



with some responsibility: She applied for the post of Senior Marketing
Manager at Cadbury Schweppes. He was appointed to the post of lec-
turer in English at Newcastle University. A position is a particular job
which is used especially in advertisements for available jobs: a vacancy
for the position of cyber security analyst.

Work is something you do to earn money, or the place where you do
it: Dan’s at work. I’ve got a lot of work at the moment. The
word “work’ is more general than “job”: whereas “job” is a specific
occupation/profession, “work refers to general efforts and the activities
done to accomplish a goal.

Work is an uncountable noun and has no plural: I’m looking for
work. (But: I’m looking for a job.)

The verb “work” requires different prepositions:

I work at ... (name of the company): e.g. | work at General Motors.
| work at Espresso English.

I work for ... (name of the company or a person):. e.g. |
work for Nike.

I work on ... (project, task): e.g. I’'m working on a market analysis.
I’m working on improving customer satisfaction.

I work in ... (a place, a city, country, a department, area, industry):
e.g. I work in an office. | work in Paris. | work in France. | work in the
marketing department. I work in finance.

I work with ... (things / people): e.g. | work with hazardous
chemicals. | work with computers.

An occupation is a formal term for your usual job: Please, state
your occupation on the form. What is your current occupation and sala-
ry? It can also be a way of spending your time.

A profession is a job such as that of a doctor or lawyer, for which
you need special training and education.

A career is a job or series of related jobs you do, especially a profes-
sion that you spend a lot of your working life in. Itis the total
progression of the professional life: Her political career began 20 years
ago. He has decided to start a career in Information Technology.

Getting a job

To apply for a job means to say officially in a letter or on a special
form, that you would like to be considered for a particular job.

A job seeker (formal) is someone who is looking for a job.



An applicant is someone who applies for a particular job. A candidate
is someone who is competing with other people for a particular job.

An interview is a meeting with the people you are hoping to work
for where they ask you questions and find out more about you.

An employer is a person, company or organization that pays some-
one to work for them as a member of their staff. An employee is some-
one who is paid regularly to work for a person or an organization (from
‘Macmillan English Dictionary for Advanced Learners’)

Exercise 2. Explain in your own words.

What is the difference between... ?

a) a job and work

b) a full-time job and a part-time job

¢) a permanent job and a temporary job

d) looking for a job and applying for a job

e) a job and a career

f) “work at”, “work on”, “work in” and “work with”
g) an employer and an employee

h) a job seeker and an applicant / candidate

Exercise 3. Decide whether each statement is about a full-time (FT),
art-time (PT), permanent (P) or temporary (T) job. Tick the right box.

Description FT|PT|P | T

1. I work from 9 to 5 during the week and from 8 to 12
on a Saturday.

2. | joined the company ten years ago and | guess I’ll be
here for another ten.

3. | do four hours each morning.

4. I’'ve been here since June and I’ll leave in September
when my classes at university start.

5. We are supposed to work 37% hours a week but |
usually do a bit more.

6. | started here when | graduated from university. Oh,
that’s about 10 years ago now.

7. This job is only for six months, but that’s OK be-
cause then I’m going to Germany.

Exercise 4. A) Peter Stevenson is applying for a job in the Information
Technology. Match the extracts from the documents and conversations
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