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1.

I am an Office Manager in London

and I 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.
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2.

I work in an office in Boston, in

the Customer Service Department,

and spend a lot of time on

the phone, dealing with

customer problems. I work

regular office hours, It’s

the classic nine to five job,

five days a week.
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I have twenty working days vaca-

tion a year. I have to take fourteen

of them together, but it’s good

to have the extra six days as well.

In the office I wear a tie and a jacket,

but I don’t have to wear a suit.

)��� 20 ������	 ��	 ��$ �� �
���	����. %����� �� ��
�� 14
�� ��# ���
���
, �� 
 ����
 ��
	��� 	 ��
 �
�� ��	.
& ��	�� ���� ���� � �����������,
�� �
 ������ �� ���� ����"�.

deal with [di:l] ���	����� �
 �
customer [�k�st�m�] ��	
��
vacation [v��keiʃn] ������	�

3.

I’m a Sales Executive

and I travel a lot on business.

When I’m back in the office, I work

nine to five, but when I’m travelling

I work much longer.

I work five days a week,

Monday to Friday, but I often have to

go out somewhere on the weekend.

It’s good that I can take

time-off during the week when that

happens. I have to dress well

and I 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 I get free trips

to foreign countries more

or less of my choice for most

of the year does in

some measure recompense for that.

�� ��� ���	�	������� $� $����
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�� #��� �����
 	 $�
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�
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��
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4.

I’m a Receptionist

and I deal with incoming

mail and people, which are the most

important part of my job.

I also send faxes.

I 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.

�� ������ �� �
�
$�	��� (�
�
$�	-
��	���� ���) 	 �
 ���	����� �
�#������� $��� 	 #���, ��	�� ��
���-��
���� ���� �� ����� ������.
2��� ���� 	�$����� ������
.
3	���, �
 $���
���
�� �� #�����

 ����� �������. /����� ����� ���-
�� �� �
 �������, �� ���� ���� �����
�� ����� 	 ����� ����	. 4� �
�
-����
�
 �� $�-	���
�	, ������ � �-�����,
�
 ����� �� �	 ��
�� �
��,
��	�� �
 �	#� �	 �����	
�	�
 � �	�
.

irritating [�iriteitiŋ]
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5.

I am Personal Assistant to the

Managing Director. I organize

his appointments diary,

make the arrangements for his

meetings and business trips,

answer the telephone and greet his

visitors. I also do some typing -

letters, reports and things like that.

�� ��� �	��� ��	��
���� ��
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���	� ���
���� ��� ��
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.
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��.
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ÃÐÀÌÀÒÈ×ÍÀ ÑÏÐÀÂÊÀ

� .����� �����	� �� ��	����� $�������	 �
 �
����	� (��$�. �����
$���	� ��
�	 �
� � ��	�� �	), 	�$������
 ñåãàøíî ïðîñòî âðåìå.

Every day I work from 9 to 5.

&�
�	 �
� ������ �� 9 �� 5 ����.

I usually wear a tie and a jacket in the office.

& ��	�� ��	����
�o ���� ����������� 	 ����.

� :�	����
���� ��
�� ����
���� $�	  $���
���� �� ���� ��
�
 
, �

� ��
�� �	�
 
�	����
�� �	��� �������� $�� ���� �������	
 -s, �

������ �������� �� -s, -ch, -sh, -z, -x, �������	
�� 
 -ås.

He travels a lot on business.

%�� $�� �� ����� $� �	��
�.

� 4�	 �������
 �� ��$��� � ���� �������� ��
�
 �
 	�$����� �$�����-
�
��	� ������ do, ����� �
 $������ � �������� �� ��$���	�
�����
	��
�
�	
.

Do you go to work by car? 2 ���� �	 #��	� �� ������?

� & ��
�� �	�
 
�	����
�� �	��� �$������
��	�� ������ 
 does.

Does he go to his office on foot? %�� $
�� �	 #��	 �� ������?

� 6��	���
����� ����� �
 ����� �� � $������ �� �$������
��	� ������
do 	 ����	���� not (do not, ������
�� ����� don’t [�< ��]) .
& ��
�� �	�
 
�	����
�� �	��� ���	���
����� ����� 
 does not

(������
�� ����� doesn’t [�=���]).

I don’t smoke. �� �
 $ ��.

Tom doesn’t speak Bulgarian. %�� �
 �����	 ��������	 
�	�.
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� & ��	�����	� ����	���	 ��� ������� have �
 $�	���� ����	���� got.

&�$���	�
��	�
 	��
�
�	� ���� �
 ����� ��� � ���	 ����	��.

Have you got a car?

Yes, I have.

No, I have not (haven’t 	�	 haven’t got)

)��� �	 ����?
>�, 	���.
�
, �����.

� & ��
�	�����	� ����	���	 �������� have �
  $���
���� ���������
�-
��. %����� ��$���	�
��	�
 	��
�
�	� 	 ���	���
����� ����� �

����� ��� � $������ �� �$������
��	� ������ .

Do you have any baggage?

I don’t have a voucher.

)��� �	 ������� ����
?
�� ����� �� �
�.

� 5������� have ����� �
��� �
 	�$����� � 	�	����	��	 	����	, � ��	��
�
 	�������� �
����	��� eat ��, drink $	�, experience $�

	�����,
$�
������, take ��	���.

I’ll have a fish.

I had a glass of water.

We had a good time.

?
 �� �	��.
4	# ���� ����.
4�
����#�
 ����
.

Îïðåäåëèòåëíèÿò ÷ëåí the

� )�$����� �
, ������ �
 �����	 �� �
��, ��	�� �
�
 �� �	�	 �$��
���	
� #��� �� ��������� 	�	 $� $�
� ��	� 
 ���� �� ����� ����� ��$���.
the �����
����� �� $���	� 	 �
$���	� ��
� �� ��������	.

We need to speak about the contract. %����� �� �����	� �� ��������.

Òhe manager comes tomorrow. 3
�	�
���� $�	��	��  ��
.

� 6$�
�
�	�
�
� ��
� 	�$������
 	 ������ �����	� �� �
��, ��
�� 


�	����
�� $� ���� �	 - ��	����
�� 	�
�� �� ���
�� 	 ��
��	
(the Black Sea), �� $���	���	 �
�	�	 (the Alps), �� �
�	 (the Danube),
�� #��
�	 (The Sheraton Hotel), ����	 	�
�� �� �����	 	 ����	�	
(the USA, the Netherlands, the Hague).

Ãëàãîëúò have (èìàì, ïðèòåæàâàì)

I have �� 	���
You have %	 	���
He, she has %��, �� 	��
We have �	
 	���

You have &	
 	���

They have %
 	���
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6.

- Do you commute to your office

or do you go on foot?

- It’s relatively close to my house

so I usually go on foot.

- What exactly do you do

at DeltaCom, David?

- I’m in charge of marketing.

I’m responsible for the marketing

surveys.

- And what exactly does Kate Moss

do there? I 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.

- 4�� ��� �	 �� ��	�� �	
	�	 #��	� $
��?
- 6����	�
��� ��	��� 
 �� ����
�	 	 ��	����
�� ��	��� $
��.
- .���� ����� �����	�
� “>
��� .��”, >
��	�?
- 6�������� �� ����
�	���.
6�������� �� ����
�	����	�

$�� ����	�.
- � ����� ����� �����	 .
�� 3��
���? )���� �� ��
�, �� ����
�	��
�
�	�
�� �	 
?
- 6, �
. 5�
�	�.
%� $�	�

��� ���$��	���.
- ��	��	�� �	? %� 
 ����� ��#��-
�	�� 	 ���
� �	�
�, �� �
 ����# -
���, �
 �
 ��

 �� �����	 � �����
#���...�
 �	��	� �	,
�
 ��	��� �	 
 ����� $�
���
�
�,
� � � �
����� �� �����?
- B����� ������
�����
 �� $�
�
-
��	� ����	 �� ���
�	�
 	���� �����.

�
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- I 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.

- (���	��� ����� 	���� �� ��

�,
�� ��� #����� �	 �
 	���� �� ����-
��? B��
�, �
 �
 ��
�	 	�� ����.
) ���
� ����, ���	�
 ��	
��	 ��
��	����	 �� ��
 � � 	 ��� �
 $�
-
�
��	�
, �
 �	 ��� �	�
 ��������.
- :, ��

 �	 �
 ����
�	� ��	��
�� ��
. ?
 $�
�
��	� ���� ��
$
������� 	���� �����. & ������
��
�
 �
 ��$��	� ���	� ��	�
� �
����� �� ��	
��	�
.
- %��� 	���

�� $�-��� ���.

commute [k��mju:t]
àì. $�� ��� �� �������� �	
on foot $
��
survey [�s�:vei] $�� ����
, 	���
����


overcrowded [�ouv��kraudid]
$�
���
�
�
downtown [�dauntaun]
àì. �
���� �� �����

7.

- Maria, come in, please. I 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?

- Fax it. And could you call Mrs

Johnson and ask her to come to my

office tomorrow.

- Oh, I 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 I 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.

- 3��	�, ��
�, ���� �
. '	# 	����
�� �	 $�����
� �� ������� �
��.
- (���	�� �
, �-� ��	���.
- 3	��	� �	, �
 ��

� �� 	�$��-
�	� 
��� ��$	
 �� ���	 $�������
�� 2��	� ��
��� �
�?
- (���	�� �
. )����
 �� � 	�$����
$� ����� 	�	 $� 	�
���?
- )�$���	 � $� ����a. '	 �	 �
 ���-
�	�� �� �-
� >
����� �� � $���-
�	� �� ����
 � ��	�� �	  ��
?

- 6, ���� �� ���� �� ��$���� ����,
������ �� 
 � 5
����	�
$�
� ���	 �
��	��.
- :, ���� �	��. ?
 �
 �$	��� ���
�� �
 ����
� � �
�. 2
�� ������
�� ������� ���	 ������ �� 12
���=. %���, ��
�� 	���� �	 ��
��$���	�, 
 �� �� $�
�
�
� ��
����	���	 ��  ��
 � ��	���.

�
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- But I’m sorry I 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 do it?

- 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.

- 2�
������, �� �
�� ������  ��
��	�� �� ����	����. ���� �� 

�����
�� �� ������ ���� ��  ��
.
- >������� 
 ����� ������,
���� ��
 �����	�	...
- B��� �
 $����	�
 %	��
�� �� ��$���	?
- >���
. &���	 �
�� ��� ����	��-
��. ��, ���� �
, �
 �������� ��
 �
�	� ��
���� � >
�� ��
���
�.
3���, ��$���	 �  �� ���
�

$�����
�
 �� ������ ����	��.
- (���	�� �
, �
 �� ��$����.

couple of things ������� �
��
agenda [��d�end�]
$�������, ��
�
� �
�
never mind �	��, ���� ����
�	


get in touch with somebody

�������� �
,
��	��� ��� ������ � ������
remind [ri�maind] ��$�����

8.

- 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 I 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 I may

have more time to work

on the report. I haven’t finished

it yet.

- >����  ���, 2���.
- >����  ���, �-� '����.
- 3�

 �	 ���� �� $�
��
���

���
����� �	 �� ��
�?
- >�, ����	�� �
... 2
��, ��
����
� �-� %������ 
 � 9 ����, ��
��,
��
� �
�
� �	� �	.
- 6, ��. ) ��
� ���� �
 �
 ��
���
� >
�� (�������� � 10,30.
- %���� ����.
- )���# �� �	 ��
�, �
 ��� $���	-
��� ���� � 3
�	 �  � 12,30. 3���,
�
 �������� �� �	 �
�
��	���
���� �� ����
 # ���� �����.
- (���	�� �
. “E��” ����
 �	 
?
- >�, ���	���. 2�
� ����� ��


�� 	��� $��
�
 ��
�
 �� ������
$� �������. 6�
 �
 ���
�� ������	�.

�
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Tell the people who may call me to

ring me up later on my mobile.

I 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.

.�
	 �� #�����, ��	�� ��

 �� �

������, �� �	 ������� $�-����� ��
���	��	� �
�
���. �
 	���� �	���
�� �
 �
�$���	.
- >���
. &	
 �
 ������ �� �����-
���
 �� �
 ����	�
 �� “3�����
	��
��
�����” ��
���
�.
- >���
. ?
 �	 �� ���
�

� �
����	�� �� 3,30. ) ����, ���
�
$��������
�� �� �������, ���� 

��	��� �� ��
�?
- 6, �
 ����
�. 3��	� 2���� �

�	 �
 ����	 � 5 ���� �� .�����.
- >���
. � �� ���� 
 �$�
�
�
��
��
���� � #����� �� ����
�	���?
- %� �
 ����
	 ��  ��
 � 11,30.
6������
 3���� �� �
 ����

�� ������.
- >���
. 4����	�
 	�

�
�	
$�	��	��� � �
�������, ���	?
- >�. %
�	 �
 �	 ��
�

�� �
�	�
��.
- 3��� �
,  �
�	 ��	����� ��
����	���� �� ��# 	 ����. 3�

 �	
� ���	� �
�������, ����� �$��
��
$�
�	. “E��” 	�	 ������� �
�
 ���.

- >���
. ?
 �
�
��	��� ����.

go through

$�
��

���,
$���
�����
book a table

��$����� ����
ring up

$���������
cancel [�kæns�l]
���
���,
�� �	���



32

9.

- Good morning, Jane.

How’s it going?

- Hello, Richard. Look, I’m in 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.

×ÀÑÎÂÅÒÅ

4�	 �����������
 �� �����
�
 �� ����	���	 �
 	�$������ �	��	�
 ��
1 �� 12. >	�	������� 24-������ �	��
�� �
 	�$����� $�
�	��� $�	 ���-
$	���	�.

&�
�
�� �� 12 ���� �� ���� �� $�� ��� �
 ���������� � p.m.

(�� ���	���	 post meridiem ñëåä îáÿä).
&�
�
�� �� $�� ��� �� ���� �
 ���������� ��� ������
�	
�� a.m.

(�� ���	���	 ante meridiem ïðåäè îáÿä).
Excuse me, what time is it?

)��	�
�
, ����� 
 �����?

Excuse me, can you tell me the time?

)��	�
�
, ��

�
 �	 �� �	 ��

�
 ����� 
 �����?

It’s 12 o’clock.

(�����) 12 ���� 
.

It’s 12.05 (five past twelve) p.m.

12 	 5 �� ���� 
.

It’s 8.30 (half past eight) a.m. (in the morning)

8 	 $����	�� � ��	��� 
.

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

10 �
� 10 �
�
��� 
.

- >����  ���, >

��.
.���� �����?

- B����
�, (	����. &	
, ������,
���
� �	, �����
��� �	 ���	��
��
� ��� ����.
- 6, ��, ����	�� �
.
)���� �	 �� �	 $������?
- 2��� �	 $�����	 �� ��
�����
	 ��
������� ���
�$���
��	�.
- >���
. ?
 � $�
��
��� ��
���
�
�. ) ��� 	�� ����	 �$
��	
$	���, �
 ������� �������	�
.

�

�

�
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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.

I will.

- %��� 
 ����� �"�
��� �� ����
������. &	
, ��� ��$���	� ����,
��

� �	 	 �� $��$	�
�
$	����� ��
��� �
�?
- >�, ����	�� �
, ���� $����
�. �
�	 �	 	����� �� ��$���� �
��
�� ��?
- 6, ���$��	, ��. 3���� #��
����
�
�
����	�... )��� �	 �
��
$���	� �� �
 ����	� � #��
�
“.���	�
���� $����” 	 ��
$������	� �
�
����	���?
- (���	�� �
, �	����� $����
�.
:, ��� �	 
 �
��#��	�� ��

$����, $����� �
 	�����	���.
- 6, ����#����. '�������� �����.
?
 �� ��$����.

I’m in a hurry ������
give someone a hand

$������ �� ������

draw up [dr
:] ��������
heavens [hevns] �
�
��, ���$��	

3.
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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.

3���� �
 ��

 �� 	�� ����	�	 ��
������ �� ������, ��	�	�
 �
 �

����	����� ����	�
���. 4�	 ��	�
�
�
�	�
 �
��
��	��� 
 �� ��
$�����	 - �"��, ������
, ������
,
��	� ���� ����
 ���� $
�������	
���$"��	, ������
, $�	��
�	.
������� �	��	�
 ��$����#�
�� ����	��� ����� ����� �����-
�
���� �� ��������� ����� ��


�� ����
����� ���#  
�
��	�����-
�� �� �� 
	�
�	�
 	�. 3��
��	�

�	��
� ��	�	 �����#� $�-$�������	
	 $�-����
 ���
�
�	 	 ���$�
�	,
��������� � �	������. ��, ����	��
�
, ���� 
 #�����
�	��	��, �����
���	�	 �� ���
�	���� �� ���$��	-
��� 	 �
����� ���$����	��� “�	��-
���	�”. & ����	 ���
�	 �	��	 �� -

	�
�	�
 ����� �� ������� � ���
�	
�����
�	 ��	�	 � ��	���	�	
	 �
� ��
�	 �

�  ���
�	�
.
>� �	 ����� �� ����
���� �� $����-
�� �� �������
�� �� $
������� 	�
�� �����	 � ���
��	 ����
���		.

vary [�v%�ri] ����	����� �
, ���	���
tend [tend] �����, 	��� ���������
become aware [��w%�] of

� ������,  �
��� ����	���

spacious [�speiʃ�s] $������
�
open-plan (open-planned)

�����
�, ����	�
usefulness [�ju:sfulnes]
$��
�����, $����


