KOHTPOJIBHOE 3AJIAHUE Ne 2 no nucuuniuHe «/les10Boii HHOCTPpaHHBIN
(aHrJauiickuid) A3bIK»
TPYJIOYCTPOUCTBO
NB! Ilpu evinonnenuu ynpasxcuenuti NeNe 3, 5, 7 ucnoawv3yiime uH@opmayuio,
kacatowyiocs Bac nepconanvro!

Yupaxnenue 1. Ilepeseoume credyrowue nucovma.
AHOHCHUPOBaHHME BAKAHCHU

A) Dear (name),

Doe Corporation has a work environment that promotes diversity, embraces change, and
provides leadership opportunities to every team member. We are on a fast track within the
applications industry and are seeking highly qualified professionals to take us even further.

So if you are looking to make a move and are a highly motivated professional who
welcomes new challenges, take a look at Doe Corporation...We have your next great
opportunity!

Contact us at (phone, fax, and e-mail).

Sincerely,

B) The technological Support Division has positions open for two technical support
representatives in the Springfield office. Both positions require a B.S. in computer science and
three years experience in the software industry. The closing date of applications is May 5.
Interested persons should submit an application with a resume and a cover letter.

Technical support representatives provide telephone and on-line assistance to users of
Doe’s Vision and mainline software products.

Duties include:

- handling telephone enquiries

- answering on-line questions

- faxing hardcopy answers from our database

Questions concerning these positions can be answered by Eric Doe in Human Resources,

extension 5555.

C) The position of Sports Page Editor will become vacant on November 29. Eric Doe, the
current editor, has accepted a similar position with the Springfield Post.
We want to fill this position internally, if possible. Previous writing and editing
experience is a must. The deadline for applications is November 15.
Please submit a standard application with your resume and a cover letter explaining your
interest in this position.
If you have further questions, call Jane Doe at extension 55555.

Ynpaxsenue 2. [lepeseoume nucoMeHHO MeEKCH.

A headhunter is a job recruiter who specializes in matching highly skilled professionals
with corporate clients. (S)he might be an independent contractor or work through an agency.
Using a headhunter eliminates the need to place an advertisement for the open position and then
address the inevitable list of applicants, most of which will be unfit for various reasons. A
headhunter does the tedious work of finding good candidates, providing an initial screening
mechanism, which saves corporation valuable time. In turn the headhunter is paid a fee if (s)he is
able to find the right candidate, typically a small percentage of the annual starting salary of the
filled position.

Ynpaxsenue 3. O3nakomvmecsb ¢ 6600HbIMU 3AMEYAHUAMU U COCMABbMeE COOCMBEHHOE
pe3iome Ha pYCCKOM U AHRNIULICKOM A3bIKe No 00pasyy.




Kaxk nanucarsb pe3rome
Pestome — kpatkast aBToOMOTpadust; MUIIETCS, KaK MPaBUIIO, B IPOU3BOJILHON (popme, HO
€CTh HECKOJIbKO OCHOBHBIX MOMEHTOB, KOTOPBIE JI0JKHBI 0053aTE€IBHO MTPUCYTCTBOBATH!

I. XpoHOIOTHs, KaK PAaBUIIO, UAET B 00OpATHOM MOPSIKE, OT COBPEMEHHOCTH K
MPOILIOMY.

2. Pestome numetcst B 3-M suiie, 6€3MMYHBIME KOHCTPYKIUSMU.

3. Brinensitores Bamm cuiibHBIE CTOPOHBI: 00pa3oBaHue (B TOM YHCIIE KYPCHI,

CTaXXHPOBKA U T.J.), ONBIT padOThl (Ha3BaHWE OpraHu3anuu, chepa NesTeTbHOCTH, JOKHOCTD,
00s13aHHOCTH), TPO(ECCHOHANBHBIN ONBIT (y4acTHE B TMPOEKTaxX, 3HAHHWE OIPEACICHHOU
cnenuduky, mnpodeccnoHanbHbIe 3HAHUS W ONBIT), mpodeccroHanbHble HaBbiku (ITK-
MoJIb30BaTeb (yKa3aTh MPOTPAMMBI, ¢ KOTOPHIMH padoOTaiv), 3HAHUE WHOCTPAHHOTO SI3BIKA),
JIpyTHe 3HAHWS W HaBBIKA (BOJUTENHCKOE YAOCTOBEPEHHUE, 3arpaHNacropT), YyBICUYCHHS,
pPEKOMEHIallnu.

4. HMeer cMBICII MOArOTOBUTH HECKOJIBKO BAPUAHTOB, OJJUH Ha OJXHOM, Ipyrou
Ha 2-3 cTpaHuIax, ¢ pa3IMYHON KOMIOHOBKOM pa3esioB.

Pestome mOmKHO OBITH KpaTKUM, TPAMOTHBIM, KpPacMBO HAMHMCAHHBIM, YETKO
W3JIOKEHHBIM - JIydllle YMECTHUTh BCE€ Ha OJHOW cTpanwmie. J[[ns cobecenoBanus Bam
noHaI00uTCst 60see MOAPOOHBIN BapUaHT.

Obpaszey pezrome

John H. Mill

38 Park Avenue, Ap. 50

New York, N.Y. 11298

Tel. (312) 493-8332

E-mail: pigtwins@gtmail.com

OBJECTIVE A position of a bookkeeper

SUMMARY 12 years of experience in every routine work in this field.
Perfect knowledge of computers and statistics.

QUALIFICATIONS Make up all kinds of financial reports, balances and
production planning.
EXPERIENCE
2005-present FRISCO DOCKS, Inc.
San Francisco, California.
Deputy Chief of Planning, Commerce Dept.
In charge of account books, statements, new ideas in
planning.
2000-2005 SAKHA Co., Ltd.
New York
Accountant. Prepared accounts and balance sheets of
every kind.
EDUCATION LONDON SCHOOL OF ECONOMICS
London, Great Britain, Bachelor (Ec.)
PERSONAL Arrived in the United States January, 1995.

British subject. Married. One child.
REFERENCES Available upon request.


mailto:pigtwins@gtmail.com

Yupaxuenue 4. [lepeseoume nucomeHHO credyroujue NUcbMa.

IHoaTBep:KaeHNe NMOJYyYeHHS pe3loMe
A) We have received your resume, portfolio and application for employment. In order for
us to move ahead in our selection process, could you please complete the enclosed questionnaire
and return it to us by the end of the month? Thank you for your cooperation.

B) We acknowledge receipt of your resume and application for a position at Doe
Software and sincerely appreciate your interest in our company.

We will screen all applicants and select candidates whose qualifications seem to meet our
needs. We will carefully consider your application during the initial screening and will contact
you if you are selected to continue in the recruitment process. We wish you every success.

C) Thank you for sending your resume in response to the Media Relations job posting.
The deadline for applications is April 29. At that time, we will review all applications and invite
the five most qualified to interview. We will notify all applicants of our decision no later than
May 5. We appreciate your interest in Doe International. Best wishes in your job search.

Vopaxuenue 5. Cocmasvme cobcmeennoe conpoeodumeﬂbnoe nucbmo, UCnoilb3ys
05[)613614, Kiuuie u eblpads;tcerusl.

Sample of Covering Letter

Mark Diamond

4701 Pine Street, K-13
Philadelphia, PA 19143
Tel. 1-(215-748-3037
April 2, 2012

Dear Mr. Marinichenko:

I am a first-year student in the MBA program at the Wharton Business school in
Philadelphia.

I understand that you are heading the independent Ukrainian airline. I have head from my
friend Mr. Bill Eastmann, a student at Duke University’s Fuque School of Business, that you
might wish to have an American MBA student work with your airline this summer as an intern. I
am very interested in the possibility of such an internship during the summer 2013.

My professional experience has given me an in-depth knowledge of the air transportation
industry. 1 have, in particular, worked for American Airlines, the Federal Aviation
Administration, and Kurth & Company, Inc., an aviation consulting firm where I was Manager
of Airline Analysis. My responsibilities included the study of schedules, fares, equipment
selection, and financial results. Notably, I prepared numerous feasibility studies for both jet and
turboprop routes, including passenger and cargo flights, for proposed transatlantic and
transpacific services.

I wish to place this experience at the disposal of your airline. I believe strongly that my
knowledge of the deregulated air transportation industry in the USA could be quite beneficial to
your carrier.

I have enclosed a copy of my resume. If my background and qualifications are of interest

to you, please telephone me on . I would be interested in meeting you in mid-
April in New York to discuss further the possibility of such a summer position, and your
requirements.

I look forward to hearing from you soon.
Yours sincerely,
Mark Diamond



Kanie u BbIpa:keHusi CONPOBOAUTEIHHOI0 MHUCHMA

With reference to your advertisement in “ 7 of Tuesday, 10, I would like to apply for
the position of in your company.

I recently heard from.....that there is a vacancy in your sales department.

I am used to working on my own.

I appreciate the opportunity to work on my own initiative and to take a certain amount of
responsibility.

During training for my present job I took courses in.......

Since my present position offers little prospect for advancement, I prefer to be employed
in an expanding organization such as yours.

I am at present earning .....per month.

Thank you for your offering me the post/ position of....

I have pleasure in accepting this position.

I am looking forward to commencing work on....

Yupaxnenue 6. Ilepeseoume nucbmerHHO credyroujee nUCbMo.
IIpunsTHE NpeaIoKeHNus 0 padore

I am pleased to accept your offer to join Doe Corporation as a marketing representative.
The meeting with your marketing staff convinced me that I will be working with a successful
team in a dynamic company, and I look forward to contributing to the team’s efforts. As you
requested, I have signed and enclosed the contract which details my salary as well as
commission bonuses.

I appreciate the literature you sent on the company’s retirement and insurance programs.
Thanks also for offering to answer questions I may have concerning these benefits.

I understand that my salary will begin with $30,000 per year and that my immediate
supervisor will consider a salary increase when I demonstrate expertise in an advanced
programming language.

The start date of June 1 is acceptable and I look forward to thanking you in person when
we meet at 9:00 a.m. in your office at that date/

Ynpasicnenue 7. 3anonnume npueooumyro nudice ankemy.

Sample of Application Form
Personal
NAME

ADDRESS PHONE NO

DO YOU HAVE VALID DRIVER’S LICENCE Yes No

MARITAL STATUS DEPENDENTS

EDUCATION
Name of School Year graduated Course Taken or Degree

LANGUAGES

Russian Excellent Good Fair
English Excellent Good Fair
EXPERIENCE (Give present or last position first)
TYPE OF BUSINESS/ INDUSTRY




EMPLOYED (Month &Year)
From to

POSITION(S) HELD

SUPERVISER’S NAME

DESCRIBE YOUR DUTIES

WHY DID YOU LEAVE

PERSONAL REFERENCES

Yupaxnenue 8. Ilepeseoume nucomeHHo 01a200apcmeeHHoe NUCLMO.

[Tocne cobecenoBanus, MpoaHATU3UPOBAB CBOE MOBEICHUE, TIOlyMaiiTe, Kak Bbl MoxeTe
yAy4IINTh BliedaTienue o cede. Ecnu Bel monutere 6maronapcTBeHHOE MHUCHMO MHTEPBBIOEPY,
9T0 Oynmer Oosbllie, 4YeM BEXJIMBBIA JkecT. [lo mpaBwiam OW3HEC-dTHKETa NHUCHMEHHYIO
O5arolapHOCTh HEOOXOAMMO TOCHIIATh BCETa, KOTAa KTO-TO MOTpaTui bosee 15 MUHYT Ha TO,
9T00BI caenaTh uro-To 11 Bac. Y BAC JJOJIDKHO BbITh BPEMSI nucars mogo0HbIe EchMa!
[Tucema ¢ BeIpaskeHUEM 0J1aroJapHOCTH CIIEAYET MOChUIaTh He Mmo3/aHee 24-48 4acoB co BpeMeHH
Bamreii Bctpeun ¢ keM-1u60.

Ms. Lori Roberts

Director of Personnel
Johnson Corporation
Austin, Texas 78777

Dear Ms. Roberts:
Thank you for your time and attention during my interview with you last week. I
appreciated the opportunity to discuss my qualifications and aspirations with you.
I hope that all the questions were answered to your satisfaction, but, of course, I would be
happy to supply any further information you may need.
I am very interested in the growth potential of the position we discussed, and I hope you
will consider me as a serious candidate.
I am looking forward to hearing from you soon.
Sincerely yours,
Jeanne Smith
1730 Green Street
Austin, Texas 78776
(512) 554-1730

Ynpaxnenue 9. Cocmagvme 6 coomeemcmeuu ¢ npasUIAMU OuHec-dmuKema
NUCbMEHHBIU OMKA3 OM NPeOSIONCEHHOU pabomul, UCHONb3YA Cledyioujue Kiuule.

I regret to inform you that am unable to accept the position, since I have received
another, more attractive one.

I feel that my experience in this field would not be used to its full capacity in above
position. Therefore I have to decline....





