ТЕКСТ 2. Hiring and Keeping Great People

Finding and hiring the best candidates for a job have never been easy. It’s your job, however, to first understand exactly what qualities you’re looking for in your new employees, and then to identify them in your job candidates. Here are some of the qualities that most employers look for when hiring new employees:
· Hard working: There’s nothing that will throw a manager into a paroxysm of rage faster than having an employee who slacks off and who doesn’t seem to know the meaning of the words “hard working.” Employees who are willing to work hard often go above and beyond the call of duty in serving customers and in attending to the needs of their organizations. As competition in global marketplaces continues to heat up, employees who go above and beyond the call of duty may be the one thing that differentiates organizations that succeed in the long run from organizations that don’t.
· Good attitude: By “good attitude,” we mean people who are positive, friendly, and willing to help customers, clients, and coworkers. As you question potential job candidates, it’s important to try to get some idea of what they’ll be like to work with for the next 5 or 10 years. Skills are important, but attitude is even more important. As highly successful Southwest Airlines puts it: “Hire for attitude, train for success.”
· Experienced: Experienced employees are worth their weight in gold. Not only are you more likely to get a better, higher quality work product in less time, but you’ll also have someone that is ready to perform at maximum potential in a few days rather than the weeks or months it would take to train someone who is not experienced.
When you interview job candidates, be sure to take the opportunity to ask very pointed questions that require your candidates to demonstrate to you that they can do the job.
· Go-getter: This quality is the ability to take initiative to get work done. In an Internet survey that Bob conducted for his book,001 Ways to Take Initiative at Work (New York: Workman,1999), initiative was ranked as the top reason that employees were able to get ahead where they work (which makes this quality something both you and your potential new hires should be interested in).
· Team player: It’s almost a cliché that being able to be a team player and to collaborate with others is a critical work skill in today’s organizations. But cliché or not, teamwork is necessary to the success of today’s organizations and the ability to work well with others is a definite must for employees in any business or industry.
· Smart: People who are smart are able to solve problems—and solve them quickly. But keep in mind that, in the world of business, work smarts trump book smarts every time.
· Responsible: Employees must take responsibility for their work; employees who constantly try to shift the blame for their problems to other people or other things are employees you cannot afford to employ. Look out for the little things—like showing up for the interview on time —, which can be key indicators of your candidates’ sense of responsibility.
· Stable: Stability is an important quality in the employees you hire; the last thing you want is to hire someone today and then find out that he or she is already looking for the next position tomorrow.
Consider how long the job candidate worked with her previous employer and why she left. So much depends on your identifying and hiring the right people—you can’t have a great organization without great people. Far too few managers make this task a priority, instead devoting as little time as they can get away with when it comes to preparing for and conducting interviews. The quality of the results of your hiring process is generally directly proportional to the amount of time that you are willing to sink into it. Put more time into the process, and you will probably find the people you seek; put less time into the process, and you’ll be wondering why you can’t find anyone to fill your position.
1. Прочитайте и переведите текст 2.

2. Найдите в тексте следующие слова и словосочетания:
узнавать
работа в команде приоритетный 
погрузиться во что-либо 
 решать проблему инициатива
определенная необходимость  
чувство ответственности

3. Заполните пропуски следующими словами:
hiring responsibility potential candidates results
1. As you question potential job…., it’s important to try to get some idea of what they’ll be like to work with for the next 5 or 10 years.
2. So much depends on your identifying and…. the right people—you can’t have a great organization without great people.
3. But you’ll also have someone that is ready to perform at maximum …. in a few days rather than the weeks or months
4. Employees must take …. for their work; employees who constantly try to shift the blame for their problems to other people or other things are employees you cannot afford to employ.
5. The quality of the …. of your hiring process are generally directly proportional to the amount of time that you are willing to sink into it.

4. Найдите в тексте все модальные глаголы (can, must, should, may и т. д.). Выпишите их и определите, какую функцию они выполняют в каждом случае (разрешение, обязанность, возможность, совет, вероятность). Затем перепишите 3 предложения, заменив модальный глагол на синонимичную конструкцию (например, must → it is necessary to, can → is able to), сохранив смысл.

5. Ответьте на вопросы:
1) What will throw a manager into a paroxysm of rage?
2) What is go-getter?
3) What is a definite must for an employee?
4) What kind of employees shouldn’t a manager employ?
5) What type of employee makes the company successful?

6. Сопоставьте характеристики хорошего сотрудника с их содержанием
	Go-getter
	to perform at maximum potential in a few days

	Team player
	not to look for another job after being hired

	Smart
	to take initiative to get work done

	Responsible
	to works very well and in a non-stop way

	Stable
	to solve problems quickly

	Hard working
	to work well with others

	Experienced
	not to shift the blame for problems to others



7. Скажите, верны ли утверждения. Если неверны, дайте правильный           вариант.
1. Employees who are willing to work hard often go above and beyond the call of duty in insulting customers.
2. Skills are important, but attitude is even more important.
3. In the world of business, book smarts trump work smarts every time.
4. The quality of the results of your hiring process are generally directly proportional to the amount of time that you are willing to sink into it.
5. Look out for the little things—like hurrying up for the interview on time — which  can be key indicators of your candidates’ sense of responsibility.
6. Teamwork is necessary to the success of today’s organizations.

8. Перепишите отрывок текста, начиная со слов «When you interview job candidates…» до конца абзаца про Responsible, используя формальный деловой стиль (как в официальном отчёте или регламенте компании). Замените разговорные выражения (slacks off, go above and beyond) на нейтральные и официальные эквиваленты. Сохраните смысл, но измените тон на более объективный и директивный.

9. Напишите короткое эссе (150–200 слов) на тему «Which one quality is the most important for a modern employee, and why?». 
В эссе:
· выберите одно качество из текста;
· приведите 2 аргумента «за» из текста;
· добавьте 1 аргумент «за» из собственного опыта или наблюдений;
· кратко упомяните, почему вы отвергли 1–2 других качества (с контраргументом).
10. Перепишите текст от лица:
 - кандидата на работу (как он понимает, что ищут работодатели);
 - нового сотрудника, который размышляет, какие качества ему нужно развивать;
 - студента, который готовится к первому собеседованию.
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