At the office

1.

| am an Office Manager in London
and | am charged with the general
administrative operations of the
General Manager’s office in our
company. At the least this means
responsibility for all paperwork,
including its filing and retention
over time, and the supervision

of the staff doing it. It includes
planning and controlling any
expenditure that has to do with
office work plus Hiring and Firing
office staff.

In fact, our company is large

and we have several offices

in several geographical

areas, and each one has

its office manager.

B oduca

A3 cbM opuc MeHMIKBLP B JTOHOOH
1 OTroBapsiM 3a 06LLMTE apMUHUCT-
paTUBHU AeMHOCTM B KabuHeTa Ha
reHeparnHus QUPEKTop B HallaTta
¢dupma. Han-mankoto ToBa 03Ha4yaBa
OTrOBOPHOCT 3a UdnaTta JOKyMeHTa-
Lmsi, BKIMKOYMTENHO HEMHOTO KapToTe-
KupaHe 1 apxmBupaHe, KakTo 1 KOHT-
posn Ha NepcoHana, KoUTo Npasu ToBa.
ToBa BKNtoYBa NnaHupaHe n KOHTPo-
nMpaHe Ha BCEKU pa3xof, KOWTO e
CBbp3aH ¢ paboTaTa B opuca nnoc
HaeMaHEeTO 1 YBOMHSABAHETO Ha nep-
CoHana B Hero. BebLyHocT Hawara
KOMMNaHW4 e rofnsiMa 1 H1e nmame
HAKOMKO odurca B HAKOMKO reorpad-
CKM panioHa, BCEKM OT KOUTO CU MMma
CcoBCTBEH OOUC MEHUIKBP.

be charged with [tfa:dzd]
OTroBapsiM 3a, HaTOBapeH CbM C
responsibility [ris,ponsi'biliti]
OTroBOpPHOCT

paperwork ['peipwa:k]
KaHuenapcka pabota

filing [failin]

peructpupaHe, KaptotekmpaHe
retention [ri‘ten[n]

3anasBaHe, apxuBupaHe
expenditure [iks'penditfa]
pas3xof, pa3HOCKu

2. §o

| work in an office in Boston, in
the Customer Service Department,
and spend a lot of time on

the phone, dealing with

customer problems. | work

regular office hours, It's

the classic nine to five job,

five days a week.

A3 paboTsa B opuc B BocTuH, B
otaena 3a obcny>BaHe Ha KNUeHTH,
1 MpeKapBam MHOIo BpeEME Ha
TenedoHa, 3aH1MaBarkm ce ¢
npobnemu Ha knneHTute. Pabots ¢
HopManHo paboTHo Bpeme. Toa e
Knacuyecka pabora, oT geBeT o
nert, NeT 4HW B cegmuuaTa.
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| have twenty working days vaca-
tion a year. | have to take fourteen
of them together, but it's good

to have the extra six days as well.
In the office | wear a tie and a jacket,
but | don’t have to wear a suit.

Wmam 20 paboTHM OHK OTNYCK B
roguHata. TpsibBa na B3ema 14

OT TAX HaBE[HBbX, HO e fobpe aa
MMam v OLLIe LUECT OHU.

B oduca Hocs cako ¢ BpaToBpb3Ka,
HO He TpsIbBa 1a HOCS KOCTIOM.

deal with [di:]] 3aHMmaBam ce ¢
customer ['kastema] kKnneHT
vacation [va'keifn] BakaHUusA

3.49

I’'m a Sales Executive

and | travel a lot on business.

When I'm back in the office, | work
nine to five, but when I’'m travelling

| work much longer.

| work five days a week,

Monday to Friday, but | often have to
go out somewhere on the weekend.
It's good that | can take

time-off during the week when that
happens. | have to dress well

and | usually wear a suit with a skirt.
The company pays me a clothes al-
lowance. Otherwise, I'm not well paid,
but the fact that | get free trips

to foreign countries more

or less of my choice for most

of the year does in

some measure recompense for that.

A3 cbM agMMHUCTPaTOp Mo NPOoJaXk-
6uTe 1 MbTyBam MHOTO No paboTa.
Korarto ce BpbLLam B opuca, pabots
OT [IeBET [0 MeT, HO KOraTo MbTyBam,
paboTa MHOIo MO-AbIro.

Pabota net gHu B cegmuLaTa, ot no-
HepdernHuK oo NeTbk, HO YecTo TpsIbBa
[a Xofas HAKbAE M Npe3 YUKeHaa.
Xy6aBo e, 4e Mmora ga cv B3umam oT-
MycK Npes ceamumLaTa, Korato Tosa ce
cnyun. Tpsibea ga ce obnnyam nobpe
1 0BUKHOBEHO HOCS CaKo C rnorna.
KomnaHvata My gaBa napv 3a gpexm.
MHayve a3 He cbM 106pe nnaTteHa,
HO (I)aKT'bT, 4ye Mora ga noryBam
6e3nnartHo 40 YY>KAW CTpaHWU, Manko
WM MHOTO Mo Mol n3bop npes no-
ronsmara yacT oT roguHarTa, B
N3BECTHa CTerneH KoMMeHcupa ToBa.
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executive [ig'zekjutiv]
OonnWTEH agMUHUCTPaTop
time-off (time-out) otnyck, nounska

allowance [o'lausns] HapbaBka
well-paid gobpe nnateH
recompense ['rekempens] ~for
obesLleTsaBam, KoMneHcpam

4.89

I’m a Receptionist

and | deal with incoming

mail and people, which are the most
important part of my job.

| also send faxes.

| think meeting people is very
enjoyable. People can be very
irritating but they can be very nice
as well. Over the telephone they are
more sincere because they feel

that they can say things to you over
the phone that they perhaps
wouldn’t say to you to your face.

A3 paboTs Ha peuenuusiTa (pelenum-
OHWCTKa CbM) U Ce 3aHMMaBaM C
BXofsiLiiaTa noLla u xopa, KouTo ca
Hal-Ba)KHaTa 4YacT oT MmosiTa pabora.
CobLuo Taka nanpaiam pakcose.
Mwucnsi, Ye nocpeLLiaHeTo Ha xopara
€ MHoro 3abaBHo. XopaTa MoraT MHO-
ro fa Te ApasHsT, HO CbLLIO Taka moraTt
fa 6baat 1 mHoro oobpu. Mo Tene-gpoHa
Te ca NO-MCKPEeHMU, 3aLLI0TO YyB-CTBaT,
ye Morart fa TV KaxkarT Hella,

KOWUTO He brxa T Kasanu

nvue B nuue.

irritating ['iriteitin]
ApasHeLl, Bb3myLLaBaL
sincere [sin'sia] uckpeH, Npam
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5.

| am Personal Assistant to the
Managing Director. | organize

his appointments diary,

make the arrangements for his
meetings and business trips,
answer the telephone and greet his
visitors. | also do some typing -
letters, reports and things like that.

A3 CbM IMYHa acCUCTEHTKA Ha
MmaeHus gnpekTop. OpraHnsnpam
HEeroBusi KaneHgap Cbe cpeLy,
ype>kgam cpeLumte u KoMaHamMpoB-
KWTe My, OTroBapsiM Mo TenepoHa
1 nosapaBsiBam NoceTuTenure.
Muwa 1 Ha KOMNTHLP -

nucma, goknagu n nonobHu Hella.

diary ['daieri]
OHEBHUK, GeneXHuK-kaneHaap
typing ['taipin] mawwmHonumc

arrangement [a'reindzmaent]
ypexpaHe, opraHuaupaHe
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T’PAMATUYHA CIPABKA

2 KoraTto roBopum 3a 06M4anHo NoBTapsALLIY ce AelcTBUS (Hanp. KakBo
npaBuM BCEKU IEH B opuca cu), n3nonspame cezawHo hpocmo Bpeme.

Every day | work from 9 to 5.
Bceku geH pabotd ot 9 go 5 yaca.

| usually wear a tie and a jacket in the office.
B oduca 06UKHOBEHO HOCS BpaToBpb3Ka U Cako.

o EpuHcTBeHaTa Ba)kHa 0cOBGeHOCT Npu ynoTpebaTta Ha ToBa BpeMe €, Ye
B TPETO Nnue eqUHCTBEHO YMCHO rNarofbT noslyyaBa okoHYaHue -s, a
KoraTto 3aBbpLLBa Ha -s, -ch, -sh, -z, -x, OKOHYaH1eTO € -es.

He travels a ot on business.
Tol NbTyBa MHOIO No 6UsHec.

2 [MMpwv 3apaBaHe Ha BLMPOC B TOBA FNarofiHo BpeMe Ce U3ros3sa crnomara-
TenHus rnaron do, KOMTOo ce NocTaBs B HA4YaoTo Ha BbMPOCUTENHOTO
n3peyeHue.

Do you go to work by car? C Kona nu xoauL Ha paboTta?

2B TPETO Nnue eanHCTBEHO YNCIO crioMaraTtenHuaAT rnaronmn e does.

Does he go to his office on foot? Tolt nelua nu xoau Ha paboTa?

© OrtpuuatenHata ¢popma ce obpasysa ¢ MOMOLLTA Ha crioMaraTesiHVs riaron
do 1 yactmuara not (do not, cbkpateHa ¢opma don’t [nOyHT]) .
B TpeTo n1ue egMHCTBEHO YMCTO oTpULaTenHaTa ¢opma e does not
(cbkpaTteHa popma doesn’t [1asHT]).

| don’t smoke. A3 He nywa.

Tom doesn’t speak Bulgarian. Tom He roBopu GbMNrapcku eauk.
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MmaronsTt have (MMam, npute)xaBam)

| have A3 nmam
You have T nmaw
He, she has Ton, T9 nma
We have Hwe nmame
You have Bue nvwarte
They have Te umat

B 6putaHckusa aHrnuincku kbm rnarona have ce npubaesa yactuuara got.
BbnpocutenHuTe n3pedeHuns CbLLIo ce obpasyBart ¢ Tasu YacTuua.

Have you got a car? Wmaw nu kona?
Yes, | have. Oa, nmam.
No, | have not (haven’t unn haven’t got) He, Hamam.

B amepukaHckus aHrmuiicky rmaroiisT have ce ynotpebsiea camocrosTer-
Ho. ToraBa BbNpOCUTENHUTE U3PeYeHs U oTpulaTenHaTta popma ce
obpasyBart c NoMoLLTa Ha criomaraTtenHus rnaron .

Do you have any baggage? Mmalu nv HAKakbB H6araxx?
| don’t have a voucher. A3 HAMam Bayu4ep.

Mmaronst have MHOro 4ecTo ce M3non3ea B UQUOMaTUYHU U3pasu, C KOUTO
ce nspasaBat gencteusita eat am, drink nus, experience npexxunsssam,
npekapsam, take Bavmam.

I'll have a fish. LLle sm puba.
| had a glass of water. MNux yawa Boga.
We had a good time. Mpekapaxme nobpe.

OnpepenutenHUAT uneH the

M3nonaBea ce, korato ce roBOpU 3a Hellla, KOUTO BeYe ca 6unu cnomeHaTm
B XO0Qa Ha pa3rosopa umnu no npe3ymMmuna e ACHO 3a KakBO CTaBa BbIpPOC.
the cboTBETCTBa Ha MBAHUA U HEMBLIHUSA YNEH Ha 6‘bJ'IFapCKVI.

We need to speak about the contract. TpsibBa fa rosopvm 3a gorosopa.
The manager comes tomorrow. MeHWIKbpBbT NpUcTUra yTpe.

OnpegennTeneH YrneH U3nons3BamMe 1 Korato roBOpUM Ca HeLLIo, KOeTo €
€[VHCTBEHO M0 pofa CU - 0OMKHOBEHO MMEHA Ha MOpEeTa U OKeaH!

(the Black Sea), Ha nnaHuHckn Bepuru (the Alps), Ha peku (the Danube),
Ha xoTenu (The Sheraton Hotel), Hakou MMeHa Ha cTpaHu 1 cTonnum
(the USA, the Netherlands, the Hague).

27



6.49

- Do you commute to your office

or do you go on foot?

- It’s relatively close to my house
so | usually go on foot.

- What exactly do you do

at DeltaCom, David?

- I'min charge of marketing.

I’'m responsible for the marketing
surveys.

- And what exactly does Kate Moss
do there? | mean, is she a Marketing
Manager?

- Oh, no.You're wrong.

She owns the company!

- Really? She is very ingenious

and a born leader but she can’t
work with a lot of people, I'm
afraid... Don’t you think

that your office is too overcrowded,
here in the city centre?

- That’'s why we intend to move some
of the departments out of town.

- MbTYBaLWw N oo odurca cn

WnNu xoauw newia?

- OTHoCUTENHO 6NM3Ko e 0o AoMa
MW 1 OBUKHOBEHO OTMBaM MeLua.

- KakBo TOYHO paboTtuLL

B “Oenta Kom”, Oensupn?

- OTroBapsim 3a MapKeTVHra.
OTroBapsim 3a MapKeTUHIoBUTe
NpoyyYBaHusI.

- A KakBO ToYHO pabotu Keint Moc
Tam? ickam ga Kaxka, T MapKeTUHr
MEHUIMKbP Nn e?

- O, He. lpewnLw.

Ts npuTeXaBa KoMnaHusTa.

- HanctuHa nu? Ta e MHoro Haxop-
yMBa U POfEH Nuaep, Ho ce CTpaxy-
BaMm, Ye He MoXe fia paboTu C MHOro
xopa...He mucnuw nu,

ye odUCHT BM € [oCTa NpPeHaceneH,
TYK B LIeHTbpa Ha rpaga?

- 3aToBa Bb3HaMepsiBame fa npemMe-
CTVM HSIKOW OT OTAENUTE U3BbH rpapa.
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- | can see what you mean, but how
would your staff get to work? Not
everyone has a car you know. And
besides, your customers have used
you to be here and if you move
you'll lose business.

- Mm, maybe we’ll divide the office
into two. We’'ll move part of

the staff out of the city. At the same
time we'll keep our office downtown
for the customers.

- That seems more reasonable.

- Pazbupam KakBo McKalLLl 1a KaXkelLll,
HO Kak xopara By LLie uasaT Ha pabo-
Ta? 3Haell, Ye He BCEKM nMma Kona.
W ocBeH ToBa, BalLNTE KINUEHTU ca
CBMKHanu ia cTe TyK U aKo ce npe-
MecTuTe, LLie cu 3arybute paboTara.
- E, moxe 6u e paspnenuv opuca
Ha gBe. LLle npemecTm yacTt ot
nepcoHarna u3BbH rpapga. B cbLioTo
BpEME LLie 3ana3um Hawuns opuc

B LieHTbpa 3a KIMeHTuTe.

- ToBa n3rnexga no-pasymHo.

commute [ka'mju:t]

am. mbTyBaM o paboTaTta cu

on foot newwa

survey ['sa:vei] npoy4BaHe, n3cnegsaHe

overcrowded [,ouva'kraudid]
npeHaceneH

downtown ['dauntaun]

aM. UEeHTBbp Ha rpapga

7.80

- Maria, come in, please. | would like
you to help me with a couple of things.
- Sure, Mr Alison.

- Do you think you could send

a copy of this agenda

to Sofia for me?

- Of course. Do you want me

to fax it or to send it by e-mail?

- Faxit. And could you call Mrs
Johnson and ask her to come to my
office tomorrow.

- Oh, | won't be able to do that,
because she is in Germany

this week.

- Well, never mind. I'll try to get in
touch with her myself. Now | have
this report to finish by 12 o’clock.
What I'd like you to do is

to translate it into English by
tomorrow morning.

- Mapus, Bnea, mons te. bux nckan
[a MM MOMOrHELL 3a HSIKONKO HelLLa.
- Pasbupa ce, r-H ANUCHH.

- Mucnuw nun, Ye MoXKeLl aa uanpa-
TULL €IHO KoMnue OT Ta3u nporpamMa
po Codusi BMECTO MEH?

- Pasbupa ce. Vickate ga g uanpars
no ¢akca unu no umenna?

- Manpatu s no dakca. bu nu ce oba-
avna Ha r-ka [DKOHCBbH ga s MoMo-
nvw ga gonge B opuca mu ytpe?

- O, HAma ga mora a Hanpaes TOBa,
3aLloTo T € B [epMaHus

npes Ta3un cegmuua.

- E, Hama Huwlo. LLe ce onutam cam
Oa ce cBbp>Ka c Hes. Cera Tpsibsa
fda 3aBbplua T03un goknag oo 12
yaca. ToBa, KOeTo uckam T ga
HanpaBwLl, e Aa ro npeeefeLl Ha
aHIIMNCKM O YTPE CYTPUHTA.
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- But I'm sorry | have to go to the
factory now. It won'’t be possible to
do that by tomorrow.

- It's a very short report,

only two pages...

- Why don’t you ask Tina

to doit?

- All right. Go to the factory now.
But please don't forget to arrange the
meeting with John in the afternoon.
Please, remind him to bring

the plans of the new factory.

- Of course, I'll do that.

- CbxxansBawm, Ho cera Tpsibsa fna
otuaa go pabpukarta. Hama na e
Bb3MOXXHO [1a CBbpLLIa ToBa 10 yTpe.
- [loknagbT € MHOro KpaTbK,

camo fiBe CTpaHuLW. ..

- 3awo He nomonuTe TuHa

faro Hanpaeu?

- Jobpe. Bbpeu cera BbB pabpuka-
Ta. Ho, mons Te, He 3abpaesit na
ypenuLl cpellata ¢ [>koH cnepobep.
Mons, HanoMHu My fia joHece
nnaHoBeTe 3a HoBaTa ¢pabpuka.

- Pasbupa ce, e ro Hanpass.

couple of things Hakonko Hella
agenda [5'dzenda]

nporpama, QHEBEH pef

never mind HULO, HAMa 3HayYeHne

get in touch with somebody
CBbp3BaMm ce,

BN13aM BbB BPb3Ka C HAKOIO
remind [ri'maind] HanomHaM

8.$o

- Good morning, Sonya.

- Good morning, Mr Barns.

- Can we just go through my diary
for today?

- Yes, sure... Now, the meeting with
Mr Todorov is at 9.00, so, after ten
minutes.

- Oh, yes. And after that I'm meeting
John Robertson, at 10.30.

- That’s right.

- And | meant to tell you that I've
arranged to have a lunch with Mary
Luis at 12.30. Please, don't forget to
book us a table somewhere nice.

- Sure. Is Uno OK?

- Yes, perfect. After lunch | may
have more time to work

on the report. | haven't finished

it yet.

- Ho6po yTpo, CoHsl.

- [o6po yTpo, r-H BapHc.

- Moxxe nu camo ga npernegave
KaneHgapa Mu 3a gHec?

- [la, pasbupa ce... Cera, cpeliata
c r-H Togopos e B 9 Yyaca, ToecT,
cnep gecet MUHYTU.

- O, pa. U cnep ToBa Le ce cpelyam
¢ [>xoH PobbpTchH B 10,30.

- ToyHO Taka.

- Nckax ga v Kaxka, Ye CbM MNnaHu-
pan obsg ¢ Mepm Ny B 12,30. Mons,
He 3abpaBsaii oa HY pe3epBupalLLl
Mmaca Ha Hsikoe Xy6aBo MSICTO.

- Pasbupa ce. “YHO” nobpe nu e?

- [la, otnnyHo. Cnep o6sina moxe
[a vmam noseye Bpeme Ja paboTs
no goknaga. Oue He CbM

ro 3aBbpLUMI.
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Tell the people who may call me to
ring me up later on my mobile.
| don’t want anybody to disturb me.

- Right. But you need to remember
to call Morton International

in the afternoon.

- OK, I'll put it in the diary for 3.30.
So apart from preparing

the report, that’s it for the day?

- Oh, not quite. Maria Stross is
calling you at 5 p.m. from Canada.

- Right. And when is the meeting
with the marketing staff fixed for?

- It has been cancelled for tomorrow
at 11.30. We're expecting Marta

to come from London.

- OK. The Polish engineers are
coming on Thursday, aren’t they?

- Yes. Terry is picking them up

at the airport.

- Please, arrange a tour of the fac-
tory for them, and lunch. Probably at
the same restaurant you mentioned
before. Uno or something.

- OK, I'll book a table.

Ka>ku Ha xopaTa, KOUTo MoXke fa Me
TbPCAT, Aa MW 3BbHHAT MO-KbCHO Ha
MoBUNHUSA TenedoH. He nckam H1KoA
Oa me 6e3nokou.

- Nobpe. Bue He TpAbBa na 3abpa-
BATe a ce obaauTe Ha “MopTbH
WHTEpHeLIbLHBN” crepoben.

- Oobpe. LLle cu ro otbenexxa B
rpa¢uka 3a 3,30. N Taka, ocBeH
noaroTBAHETO Ha JoKNaaa, ToBa e
BCUYKO 3a gHec?

- O, He cbBceM. Mapus Ctpoc we
BU ce obagum B 5 yaca ot KaHapa.

- [obpe. A 3a kora e onpepeneHa
cpeLuarta ¢ xopara oT MapKeTUHra?

- Ta ce otnoxu 3a ytpe B 11,30.
OvakBame MapTa fa ce BbpHe

ot JloHOoH.

- Oo6pe. Monckute nHxeHepw
npucTuraTt B YETBbPTHK, HAann?

- a. Tepwn we rn B3eme

Ha neTuLleTo.

- Mons Te, ypeov obukonka Ha
dabpvikara 3a Tax 1 06s0. Moxke 6u
B CbLLWSI PECTOPAHT, KOWTO CrIOMeHa
npeau. “YHO” Unu KakBoTo BeLLie Tam.
- Dobpe. LLle pesepsupam maca.

go through
npernexpam,
nposepsiBaMm
book a table
3anassam maca
ring up
Nno3BbHABaAM
cancel ['keensal]
OTMEHSAM,
aHynupam

o
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YACOBETE

Mpu o6o3HaYaBaHe Ha YacoBeTe Ha aHIMUINCKK ce M3Non3eaT umdpute ot
1 po 12. dvruTtanHata 24-4acoBa cMcTeMa ce U3nonsea NPeguMMHO Npu pas-

nncaHuA.

BpemeTo oT 12 yaca Ha 0bsig fo nonyHoLl ce 0603HavyaBa ¢ p.m.
(oT natuHcku post meridiem caeg 061g).
BpemeTo oT nonyHoLy fo 065 ce 0603HaYaBa CbC ChKpaLleHWeTo a.m.
(ot naTuHckM ante meridiem npegu 06sg).
Excuse me, what time is it?
M3BuHeTe, KOMNKO € YachT?

Excuse me, can you tell me the time?
N3BuHETE, MOXKETE N 1a MU KaXKeTe KOMNKO € YacbT?

It’s 12 o’clock.
(ToyHo) 12 yaca e.

It’s 12.05 (five past twelve) p.m.
12 1 5 Ha 0b4p e.

It’s 8.30 (half past eight) a.m. (in the morning)
8 1 nonoBuHa cyTpuHTa €.

It’s 9.50 (ten to ten) p.m. (in the evening)

10 6e3 10 BevepTa €.

0. 49

- Good morning, Jane.

How’s it going?

- Hello, Richard. Look, I'min a hurry,
you know my plane leaves

in two hours.

- Oh yes, of course.

Would you like me to help you?

- Just give me a hand with today’s
and yesterday’s correspondence.

- OK. I will check it instead of you.
And if there are some urgent letters
I'll draw up the responses.

- Ho6po yTpo, [KeiH.

KakBo craBa?

- 3opasen, Puyapn. Bux, 6bp3am,
3HaeLl N1, cCaMoneTbT MM OTNNTa
cnep ABa vaca.

- O, na, pasbupa ce.

Wckaw nv ga Tv noMorHa?

- Camo My MOMOTHM 3a AHeLIHaTa
1 BYepaLLHaTa KopecrnoHOeHLUsI.

- Ho6pe. LLle s npernegam BmecTo
1€6. M aKo MMa HsiKou cneLuHu
nMcma, LLe CbCTaBsi OTrOBOPUTE.
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- That's very kind of you.

Look, if you do that,

can you sign the letters

for me as well, please?

- Yes, of course, no problem. And
would you like me to do anything
else?

- Oh, heavens, yes. My hotel
booking... Would you

mind phoning the Continental
Plaza to confirm the reservation?

- Of course, no problem. Well, if you
need any more help, just let me
know.

- Oh, terrific. Thanks a lot.

[ will.

- ToBa e MHOro no6e3HO OT TBOS
cTpaHa. B, ako HanpaBsuLL ToBa,
MO>KELL [ 1 Aa nognuLieLw
nncmaTa BMEeCcTo MeH?

- Oa, pasbupa ce, Hama npobnem. A
6V N UcKkana aa Hanpass HeLLo
npyro?

- O, rocnogu, oa. Mosita xotencka
pesepBauus... Mmalu nu Hewwo
NpoTVB fa ce 06aawLl B XoTen
“KoHTuHeHTan nnasa” u ga
noTBbPAWLL pe3epBauusTa?

- Pasbupa ce, HMKaKbB Npobnem.
E, ako T1 e Heobxopguma oLle
MOMOLLI, MPOCTO Me MHPOpMUpan.

- O, ctpaxoTHo. bnarogaps MHoro.
LLle ro Hanpass.

I’'m in a hurry 6bp3am
give someone a hand
nomaram Ha HAKOro

draw up [dro:] cbcTaBam
heavens [hevns] Hebeca, rocrnoam
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10.

Although there may be differences
from country to country, offices do
not vary widely. Office furniture
tends to be similar desks,

chairs, filing cabinets, office
equipment such as personal
computers, faxes, printers.
Recently, firms have become more
aware of how greatly the atmo-
sphere of the workplace can
influence the effectiveness of their
employees. Modern business
offices became more spacious

and better lit and heated

than in the past. But of course

this is a feature that may be
dependent on the size of the
company and its corporate ‘philoso-
phy’. Some large businesses may
have their employees working in
large open-planned offices with air-
conditioning and no walls between
the departments. Others may
emphasize the usefulness of letting
their staff work in individual offices.

Makap 4ye MoXke fa uma pasnvku ot
CTpaHa fo cTpaHa, opucute He ce
pasnuyasart 3HaumTenHo. MNpun opuc
mebenuTe TeHOoeHUmMsITa e Aa ca
nomo6bHu - 6ropa, cTornose, Lkadose,
oduc obopynBaHe KaTo NepcoHarnHu
KOMMIOTPK, pakcoBe, NPUHTEPW.
Hackopo ¢upmute 3anoyHaxa

[a pa3bupart Konko MHOro aTMoC-
¢depata Ha paboTHOTO MSICTO MOXKE
[a Bb3[OenCTBa BbpXy epeKTMBHOCT-
Ta Ha cny>xutenute uMm. MogepHute
Gr3HeC opucK CTaHaxa No-NPOCTOPHU
1 NMo-gobpe OCBETEHW U OTOMNEHMU,
OTKOJIKOTO B MUHanoTo. Ho, pasbupa
ce, TOBa € XxapaKTepu1CT1Ka, KOATO
3aBWCM OT rofieMyHaTa Ha KoMnaHu-
siTa U HelHaTa koprnopaTuBHa “eouno-
codus”. B HsKou ronemmn dpupmm cny-
YKUTEnuTe Morar fa paboTsT B ronemm
OTBOPEHW OPUCHU C KMTUMATULM

1 6e3 CTeHN MeXXay oTaenuTe.

pyru mMorat fa HabnerHat Ha nonsa-
Ta OT OCTaBAHETO Ha NepcoHana uv
[a paboTu B OTAENHU KaHLEeNnapuu.

vary ['veari] paannyasam ce, Bapupam
tend [tend] KnNoHsA, MUMam CKNOHHOCT
become aware [o'wea] of

yyBCTBaM, ycellam pasbupam

spacious ['speifes] npocTopeH
open-plan (open-planned)
OTBOpPEH, OTKPUT

usefulness ['ju:sfulnes]
nonesHocT, nonsa
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