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1. Read and translate the text into Russian, paying attention to the tenses.

MANAGER'S WORKING DAY
Mr. Price stood at the window of his office. He had stopped working at last. The building was empty. Everyone has gone home by half past five. Now it was half past six and the street below had emptied.
What a busy day he had had! He had arrived at the office well before nine o'clock. Why, before nine o'clock he made two telephone calls! The other offices were still empty when he had phoned, so, of course, nobody had answered the telephone. Poor Mr. Price!
But then he had opened all the correspondence. By ten o'clock, he had dictated replies to nearly all the letters. When Miss King left the room, he had started to make telephone calls again. By the time the Acting Manager sent for him, he had talked to three of the buyers. When the Acting Manager had asked him for information about stocks, he had been able to give the information from memory. He was sure the Acting Manager had noticed that!
By one o'clock, he had examined the figures from the production sheets and he had signed a dozen letters for Miss King. By two o'clock, he had had his lunch and he had done a lot more work on those production figures. By three o'clock, he had found two mistakes! By four o'clock, he had seen both the Production Manager and the Foreman. He had asked them for an explanation. He had pointed out that the explanation was urgent. By ten o'clock tomorrow. The corrected figures must be on his desk. Mr. Price sighed. What a load of responsibility he had!
Mr. Price sighed again. Tomorrow he must make more telephone calls; he must dictate more letters; he must try again to speak to the Acting Assistant Manager. But now he must go home. He put on his coat and his hat. He picked up his attaché case and his umbrella and went to the door. He locked the door and walked towards the lift. Then he stopped. He had turned off the electric fire near his desk. It was a quarter to seven. Really, he worked too hard!

2. Write down what Mr. Price had done before 9 o'clock, by 10, 1, 2, 3, 4, 4.30, 6.45 that day.

3. Answer the questions and write about your daily routine as if you were a manager.

1. What position do you hold?
2. What sort of work do you have to do?
3. What is your typical working day like?
4. What time do you leave for office?
5. What do you do first when you arrive at the office?
6. Do you have a secretary? If so, what does she do in the morning?
7. Do you stay in the office all day?
8. How often do you have to travel?
9. When do you have lunch? Where?
10. How often do you lunch out?
11. What sort of people do you meet during your working day?
12. How often do you have meetings?
13. How long do they last? Do you find them useful?
14. What time do you finish your work?

