


Проверяемые задания
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Contact: +79255437739
Address: Russia, Moscow, Arbatskaya Street 15/13
E-mail: marysmith2022@mail.ru
Personal details: personal email address – marryy.sth1991@mail.ru
Born: Russia, Rostov 
Mother language: Russian
Nationality: Russian 
Marital status: married 
Position wanted: assistant to the personnel director
	Career objective:
	Become a qualified specialist and hold the post of the personnel director


	Work experience:
	Three years in a large transportation company, post – the personnel manageress (2019 – present)
The assistant of the director of human resources in the regional company (2017 – 2019)
The lecturer in Moscow State University (2016 – 2017)


	Education:
	Professional development courses  (2015– 2017)
High professional education, Moscow State university (2010 – 2015)
Basic general education, Rostov gymnasium (1999 – 2010)


	Skills:
	Have large knowledge in computer literacy, can work in command, use various effective methods in working with people

	Personal characteristics:
	Responsible, purposeful, hard-working, easy-going, educated

	Personal interests:
	I am fond of doing different kinds of sports. It is also interesting for me to watch science fiction films. I enjoy spending time with my nearest and dearest. 



























Проверяемое задание 2 

My name is Mary. I work for an advertising company. It is called “Great marketing”. I am a director of a department for creation and development of new advertising projects. There are 5 people under me. That’s why it is important for me to be capable for working in a company. Our department works on a principally original projects. We try to increase the volume of sales in various organizations by using different kinds of advertising. My function is to manage the whole work in our department and inspire people on creating modern effective programs or projects. I also need to draw up reports. It is really hard and complicated because I should collect all information, economic indicators and resulting showings. So, I need to summarize current results of an advertising campaign. The most difficult part of my job is to communicate with potential clients. I organize meetings with directors or representatives of various companies, make appointments, define the time, place and duration of negotiations. To sum it up, I would like to underline that my job is really interesting and exciting but also difficult and complicated. I need to always communicate with my command, different clients and managers. However, this kind of work allows me to be inspired on creating new projects and fills my life with meaning. 


































Проверяемое задание 3 

Imagine, you are a manager in a transportation company. Your company deals with transportation of various types of cargos. You get a phone call from your current client with a complaint. 
C – client, M – manager
C: Good morning. I am Mr Eller, a client of your company. Is it  “TransportCO”?
M: Good morning , Mr Eller. Yes, it is. I am a manager of this company, Mrs Allert.
C: Well, finally, I called you. I want to make a complaint to your service. 
M: Oh, what’s happened?
C: Last week I signed an agreement with your company of transportation of a large container with strawberries. It took ten days to transfer it! That’s why all berries spoilt. 
M: Give me two minutes. I will find your order in company’s database.
C: Try to do it quicker. I want to receive a compensation for your poor quality services.
M: Ok, I found your order. Unfortunately, the truck, in which was your container, had a traffic accident. It took much time to submit another lorry.
C: I regret that it happened but this information can’t help me to make strawberries fresh again.
M: I understand you. I’m also worried about your problem. Our company is sorry for this accident. That’s why we have some special offers for you.
C: What do you mean? Let us discuss them.
M: We can refund half the service cost. 
C: I can’t agree with this offer. I want to receive the whole value.
M: We can’t compensate it in full volume because it is needed to cover part of the costs related to lorry repair. We can offer to refund 70 per cent of the price and a special offer. 
C: Well, ok. What is it?
M: We will make a 50 per cent discount on your next order and you will be allowed to choose any kind of transportation. 
C: Oh, it sounds great. I accept your offers. 
M: I’m glad that we managed to regulate this situation. Our company really cares about clients.
C: Thank you so much for special offers.
M: Thank you for patience. 
C: Goodbye, Mrs Allert. 
M: Goodbye, Mr Eller. Have a good day. 

























Проверяемое задание 4 

From: Gabriela Marks
To: Tom Smith
Subject: work organization
Dear Tom,
I am writing an email to inform you about some inconveniences. Some months ago you started asking for help. I don’t refuse to help you because I understand how important it is to help each other. Moreover, giving pieces of advice allows me to become more educated and qualified in various professional spheres of our job. Thus, it is sometimes too onerously and burdensome to help you in all issues. Some of your requests require a lot of time and energy. So, I need to spend the main part of my work or even spare time in order to help you in solving various tasks and problems. I am ready to help you in a rather simple and ordinary questions. I don’t want to dedicate all my time to solving your issues. That’s why try to be your own man and meet challenges by yourself.
Hope for your understanding.
Best regards,
Gabriela 

































Проверяемое задание 5 
Dear colleagues, 
I have been on a business trip to England. Today I am going to give you some useful pieces of advice about different issues related to it. Firstly, try to be friendly and sociable in order to communicate with clients effectively. Secondly, give enough attention to behave yourself in a confident way in public. Practice speaking every day. Thirdly, don’t forget about clothing. You need to wear smart, not bright, casual clothes. Fourthly, it is important to care about your appearance. Your nails, teeth, hair should be clean and well-kept. Fifthly, dedicate enough time to having a rest during your trip. It is significant to relax and be always fresh. Sixthly, plan all meetings attentively. Try to keep a to-do calendar. Seventhly, think about your accommodation in advance. You need to know where you can stay. Eighthly, gain some information about the most suitable and convenient kinds of transport. Choose how you can reach places, where your appointments will take place. Ninthly, look through weather forecast in order to bring appropriate clothes with you. It is important not to get cold when it is cold and not to overheat when it is hot. Tenthly, surf the Internet to get new information about exciting and picturesque places in your area or the whole country. It will help you to spend your spare time in a good way. 







































Проверяемое задание 6 
C – client, R - receptionist
C: Good morning. Is it “Wonderful Hotel”?
R: Good morning. Yes, it is. How can I help you?
C: I have a hotel reservation from 5th to 15th May. There are some changes in my business trip and I want to reserve another dates. 
R: I understand you. Please, tell me your name. 
C: My name is Anna Tailor, I reserved the room a week ago.
R: Ok, I found you in your database. You reserved a room with a double bed and with a sea view.
C: Yes, I want to reserve it from 16th May to 26st May. Is it possible?
R: Unfortunately, no. It is reserved by another person.
C: Oh, it is so sad.
R: Don’t worry, I can offer another room. It is as good as this one.
C: Is there a double bed?
R: No, there isn’t. There are twin beds. They are also comfortable. 
C: Well, what about view?
R: There is a picturesque view on National park there. You will be excited by it.
C: Ok, I want to book it. 
R: That’s great. I will reserve it for you.
C: Thank you so much. Goodbye.
R: You are always welcome. Goodbye.
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