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PREDSTAVOVANI

SLOVNIi ZASOBA

Piedstavujeme sebe

Let me introduce myself. My name is... Dovolte mi, abych se pfedstavil/la. Jmenuji se...

I don’t think we have met. | am... Myslim, Ze jsme se jesté nesetkali. Jmenuiji se....

Excuse me, are you Mr. Brown? My name is.... Promirite, jste pan Brown? Ja se jmenuiji...

Excuse me, aren’t you by any chance Mr... from...? Prominte, nejste ndhodou pan...z...?

No, I’'m not, you probably mistook me for someone else. Ne, nejsem, asi jste si mé s nékym
spletl/la.

Predstavujeme jednu osobu druhé

Mr. Green, can | indroduce you to Mr. John Brown? Pane Green, mohu Vam predstavit Johna
Browna?

Have you met my colleague Mr. Newman? U? jste se setkal/la s mym kolegou, panem
Newmanem?

Sorry, | don’t think | have had the pleasure. Bohuzel, zda se mi, Ze jsem jesté nemél to
potéseni.

I think you two have already met. Myslim, Ze vy dva jste se jiZ setkali.

Paul, | think you have met John. Paule, myslim, Ze jste se jiz potkal s Johnem.

This is ... (hame) To je ....(jméno)

Meet ... (hame) Seznamte se s ....(jméno)

Pfedstavujeme vice osob
Do you all know each other? Znite se navzajem?
Perhaps we could introduce ourselves? Mozna bychom se mohli predstavit?

Odpovédi pri predstavovani

How do you do? Tési mé.

It is nice to meet you in person. Je milé Vas potkat osobné.
Nice to meet you. (informal) Rad/a vas / Tebe vidim.

! Pro vasi informaci:
e "How do you do?" ve skutecnosti neznamend ,, Jak se mdte?“ Je to frdze, kterou
pouZivame pfi prvnim setkdni. Poddme ruku a rekneme "How do you do?“ nebo "Pleased
to meet you."

Kde pracujete

What business are you in? Jaky je Vas obor?

Who do you work for? I'm from Orange Company. Pro koho pracujete? Ja jsem z Orange
Company.

What are you responsible for? I'm in charge of the personnel department. Za co zodpovidate?
Ja jsem vedouci osobniho oddéleni.

What is your position there? Jakou mate funkci?

I’'m in charge of... Vedu (co) / Jsem $éfem (¢eho)

| work as... Pracuji jako...
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Rozlouceni

Goodbye, it was nice meeting you. Na shledanou, bylo mi potéSenim se s Vami setkat.
Goodbye, see you again soon, | hope. Nashledanou, doufam, Ze se zase brzy uvidime.

Bye! / See you! Nashledanou / Ahoj! / Ahoj pozdéji!

See you later! Uvidime se pozdéji!

See you soon! Uvidime se brzy!

Good luck! Hodné stésti!

Take care! Opatruj(te) se!

Have a good time! Méj(te) se hezky!
Thanks. Same to you! Diky. Ndpodobné!

NAZVY PRACOVNICH POZIC

SLOVNi ZASOBA

job title nazev pracovni pozice
employee [,emploi’i:] zaméstnanec
staff [staf] zaméstnanci

chief [Ci:f] $éf, reditel

department [di'pa:tmant] oddéleni

Nazvy pozic

accountant ucetni

analyst analytik

assistant asistent

auditor kontrolor uctd

business agent obchodni zastupce

chief accountant hlavni ucetni

chief engineer hlavni Ucetni

chief executive officer (CEO) generalni
reditel

clerk [kla:k] udrednik

controller kontrolor

driver [draiva] fidic¢

engineer [,endZi’'nia] inZenyr, technik
executive [ig'zakjutiv] vedouci pracovnik
finance director vedouci finan¢niho useku
finance manager financni feditel

IS specialist odbornik na informacni
systémy

Pracovni napln
job description popis prace
hold a position/post zastavat misto / funkci

company [kempany] spolecnost
personnel department [pa:sanel]
personalni odéleni

on the job v praci

career kariéra

IT specialist odbornik na informacni
technologie

judge [dZadZ] soudce

lawyer ['lo:ja] advokat, pravnik

manager [‘manidZa] vedouci, manazer,
feditel

managing director generalni reditel
marketing manager vedouci marketingu
operations manager provozni feditel
operator operator

programmer programator

project coordinator koordinator projektu
project manager vedouci projektu
receptionist recepcni

sales manager feditel prodeje

secretary sekretarka

top executive vedouci pracovnik

training specialist odbornik na Skoleni

handle zpracovavat
cooperate with spolupracovat s
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manage fidit

be concerned with zabyvat se

be responsible for sb / sth / doing sth byt
zodpovédny za nékoho / néco

be in charge of / look after byt zodpovédny
za

specialize in sth specializovat se na néco
(specialise - BrE)

specialist in sth specialista v néem (na
néco)

provide zajistovat, poskytovat

ensure zajistovat (aby néco fungovalo)
assistance in asistence pfi

deal with (nepr. sl. deal/dealt/ dealt)
starat se o, zafizovat, jednat s

arrange zafizovat, usporadat

prepare pfipravovat

monitor sledovat

review kontrolovat

develop vyvijet, rozvijet, zlepsit

approve schvalovat

I work in accounts. Pracuji v oblasti Uéetnictvi.

negotiate vyjednavat

support podporovat

contribute to pfispét k

supervise dohlizet, ridit

plan (planning) planovat

coordinate koordinovat

reported to / reporting to pfimo podfizeny
(reportujici)

lead (nepr. sl. lead/led/led) fidit, vést
oversee dohlizet, kontrolovat

be involved in byt zapojen/a do

take care of starat se

play key role in ... hrat klicovou roliv ...
organizing events organizovani akci
chairing meetings vedeni jednani
giving advice ddavani rad

making presentations délani prezentaci
training staff sSkoleni personalu

filing evidence, kartotéka, zakladani do
Sanonu

| work for an engineering company. Pracuji pro (jednu) strojirenskou firmu.
We are a group that sells books. Jsme spolecnost, kterd prodava knihy.
Our company is involved / is active in the field of computers. Nase spole¢nost pUsobi v oblasti

pocitacl.

I’'m in charge of finance. Mam na starosti finance/financovani.
I’'m responsible for creating sales presentations and proposals. Jsem zodpovédny/a za vytvareni

prodejnich prezentaci a nabidek.

My duties include sorting and distributing mail, filing, providing clerical support to an/the
Office Manager. M¢é povinnosti zahrnuji tfidéni a distribuci posty, zakladani, zajistovani

urednické podpory Office Managera.

I’'m responsible for maintaining budget expense records. Jsem zodpovédny/a za udrzovani

(zajistovani) zaznami o rozpoctovych vydajich.

He provided customers with various services such as ... Zajistoval rGzné sluzby pro zakazniky,

jako napfiklad ...

I’'m dealing with customers' complaints. Resim stiznosti (reklamace) zakaznika.
I’'m chairing monthly meetings with ... Vedu pravidelnd mési¢ni jednani's ...

Paul is our computer expert. Pavel je nd$ odbornik na pocitace.

Where is your company’s head office / headquarters? Kde je Ustredi Vasi firmy?

Our parent company is.... Nase matefskd spolecnost je...

CVICENI

Pfectéte a prelozte

| have a new job. | work in Orange Company. I'm a secretary. | organize meetings for managers.
| take the minutes from meetings. | write letters in my computer. | copy documents. I'm
responsible for a filing. | speak English every day. My boss is from England
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ZIVOTOPIS,

PRIJIMACI POHOVOR

Zivotopis musi byt strucny, vécny a prehledny.

e Nejcastéji se pouZivd tzv. ,strukturovany” Zivotopis (viz. ukdzka na konci kapitoly).
e Spolu s Zivotopisem je vhodné odeslat tzv. motivacni dopis.

Struktura Zivotopisu:

- osobni udaje

- pracovni zkusenosti

- vzdélani a kvalifikace
- znalosti a dovednosti
- ostatni informace

Obsah motivaéniho dopisu:
- uvod

- popis vzdéldni a praxe

- zavér dopisu

- podékovdni a rozlouceni

SLOVNIi ZASOBA

job ad / advertisement pracovni inzerat work flexitime pracovat v pruzné pracovni

to get a job dostat praci
to leave a job opustit praci

to employ someone as a ....

nékoho jako ...

dobé
interview pohovor

zaméstnat job opportunity pracovni prilezitost

job search hledani mista

part-time job / work price na d&asteény occupation povolani

Uvazek

profession profese, obor

full-time job / work préace na plny Uvazek contract of employment pracovni smlouva

work in shifts pracovat na smény

| have got a part-time job. Pracuji na ¢astecny Uvazek.

I haven’t got a job. / | have no emloyment at present. Nemam praci.

I am looking for a job / an employment. Hledadm préci.

I would like to get a job. Rad/a bych doslal/a praci.

I have applied for a job with Orange Company and they invited me to an interview. Zadal jsem
o praci u Orange Company a pozvali mé na pohovor.

Plat
salary plat

starting salary nastupni plat

basic salary zakladni plat
annual salary rocni plat

monthly salary mésicni plat
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gross salary hruby plat

net salary (isty plat

earn / receive a salary vydélat / dostavat plat
earn money [a:n mani] vydéldvat penize
wage mzda

bonus bonus/odména

benefits vyhody (zaméstnanecké)

Privodni dopis

cover letter privodni dopis

to apply for a job with ... Zadat o prédciu ...

a letter of application Zadost (ve formé dopisu)

job application pisemna Zadost (o misto)

| would appreciate the chance... ocenil/a bych mozZnost...

I would like to apply for the position of a secretary with your company. Rad/a bych se
uchazel/a o misto asistenta/sekretarky u vasi firmy.

| am replying to your advertisement of 6th June in Lidové noviny, for the post of a manager in
your Prague branch office. Odpoviddm na Vas inzerat z 6. ¢ervna v Lidovych novinach na misto
feditele ve Vasi prazské pobocce.

With reference to your advertisement in Lidové noviny, | would like to apply for the position of
an accountant. S odvolanim na Vas inzerat v Lidovych novinach bych se rad/a uchazel/a o misto
ucetniho.

I would like to apply for the position of Marketing Assistant, which has been published this
week on www.orange.cz. Rad/a bych se uchazel/a o misto asistenta/ky marketingu, které jste
inzerovali na webovych strankdch www.orange.cz.

I will appreciate your suggestion regarding the date of a personal interview. Uvitam V4as ndvrh
terminu pro osobni rozhovor.

You can contact me any evening on number 666777888, when we can also agree on details
concerning an interview. MuUzZete mé kontaktovat kdykoliv vecer na cisle 666777888, kdy se
muzeme téz dohodnout ohledné osobniho rozhovoru.

I am enclosing my c.v. Pfikladam sv{j Zivotopis.

Please find attached my CV with details. V pfiloze zasilam sv{j Zivotopis s detaily.

I have gained extensive experience in the area of marketing. Ziskal/a jsem rozsahlé zkusenosti

v oblasti marketingu.

| have three years of experience in the field of advertising. Mam 3-leté zkuSenosti z oblasti
inzerce / reklamy.

My professional experience includes the area of sales, marketing and accounting. Mé
profesionalni zkusenosti zahrnuji oblast prodeje, marketingu a ucetnictvi.

In addition to my marketing background, my experience also includes sales and purchasing.
Kromé marketingu mé zkuSenosti zahrnuji také oblast ndkupu a prodeje.

While working toward my master's degree, | was employed as a sales representative with a
small advertising company. BEhem magisterského studia jsem byl/a zaméstnana jako obchodni
zastupce/kyné u malé reklamni agentury.

| believe | can be a key player in your team and | would like to get a chance to prove that to
you in an interview. V&fim, Zze mohu byt klicovym hra¢em ve Vasem tymu, a rad/a bych dostal
prileZitost presvédcit Vas o tom pfi pfijimacim pohovoru.

As you can see in the attached CV, | have a solid sales background. Jak mUzZete vidét v mém
Zivotopise, mam dobré obchodni zkusenosti.

| feel | would prove valuable to your firm, especially in the area of... for which | have an ample
qualification. Mam za to, Ze bych mohl/a byt Vasi firmé prospésny v oblasti....., pro kterou mam
dostate¢nou kvalifikaci.
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| have always wished to work in a company of your calibre and reputation, and | am sure that
my qualifications and experience will match the requirements of the post for which | am
applying. Vidy jsem si pral/a pracovat ve firmé Vaseho formatu a povésti a jsem si jist/a, ze
moje kvalifikace a zkuSenosti budou primérené pozadavkim funkce, o kterou se uchazim.

| am very interested in this job and believe that my education and employment background

are appropriate for the position. Velmi se zajimdm o toto zaméstnani a véfim, ze mé vzdéldni a
profesni zkusenosti jsou vhodné pro danou pozici.

Let me know if you would like me to supply any further details. Sdélte mi, zda bych mél/a
doplnit jesté néjaké dalSi podrobnosti.

| have been involved in marketing for 10 years. 10 let se zabyvam marketingem.

| believe that through my knowledge, abilities and work experience | will be a useful member
of your company. Vérim, Ze diky znalostem, schopnostem a pracovnim zkuSenostem budu
uzitecnym ¢lenem Vasi spolecnosti.

| am available for an interview at your convenience. Pro rozhovor jsem Vam k dispozici, kdykoliv
Vam to bude vyhovovat.

Should you require any additional information, | can be reached using the contact information
listed below. Budete-li pozadovat jakékoliv dalsi informace, zastihnete mé dle niZze uvedenych
kontaktnich informaci.

Enclosed is a copy of my CV, which more fully details my qualifications for the position.

V pfiloze zasilam svUj Zivotopis, ktery obsahuje dalsi detaily mé kvalifikace pro danou pozici.

| believe | have all the necessary skills and qualifications for this position. Véfim, ze mam
vSechny potfebné dovednosti a znalsoti pro danou pozici.

Thank you for taking the time to study my application. Dékuji Vam za cas, ktery jste vénovali
prostudovani mé zadosti.

| hope to hear from you in the near future. Doufam, Ze se mi brzy ozvete.

Please phone or e-mail me at the contact information below if you have questions. | want to
thank you for considering me. Prosim, zavolejte mi nebo zaslete e-mail na niZe uvedené
kontakty, pokud budete mit jakékoliv dotazy. Dékuji Vam za zvaZieni mé zadosti.

Thank you for your time and consideration.. Dékuji Vam: za Vas ¢as a za zvaZeni mé Zadosti.

>,

Zivotopis

curriculum vitae /CV /c.v. [si:"vi:] Zivotopis
reference [refrans] reference

signature [signaca] podpis

Osobni udaje

surname [sa:neim] pfijmeni married Zenaty (vdana)
first name kiestni jméno divorced rozvedeny(a)
date of birth [deit of ba:8] datum narozeni widowed ovdovély(a)

marital status stav (svobodny / Zenaty)
single svobodny(3a)

Vzdélani

education [edju’keisn] vzdélani

university [juni’va:siti] vysoka Skola (GB)

university education vysokoskolské vzdélani

college vysoka skola (AM)

college vyssi stiedni (GB)

secondary school [sekndari] stfedni Skola (GB)

high school stfedni Skola (AM)

grammar school v Americe zékladni skola, v Anglii stfedni vybérova skola
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graduation promoce

principle studies hlavni predméty studia
secondary studies vedlejsi pfedméty studia
undergraduate studies pregradudlini studium
postgraduate studies postgradudlni studium

Tituly
Bachelor's Degree bakalafsky titul
Bachelor of Science BSc (BS / SB / ScB) bakalar prirodnich véd

Master's Degree magistersky titul
Master of Science MSc (M.Sc. / MS / M.S.) magistr pfirodnich véd
Master of Business Administration MBA magistr podnikového Fizeni

Doctor's degree doktorsky titul
Doctor of Philosophy PhD doktor filozofie

Do Zivotopisu je vhodna formulace:
o Bachelor's Degree in Education bakalarsky titul v oboru pedagogiky
e Master's Degree in Science magistersky titul v oboru pfirodnich véd
e Doctor's Degree in Philosophy doktorsky titul v oboru filozofie

Znalosti a dovednosti

work / professional experience pracovni zkusenosti

employment history [im ploimant histari] pracovni zkuSenosti

skills [skils] dovednosti

qualification [kwolifi'keiSn] kvalifikace

references doporuceni

communication skills komunikac¢ni schopnosti

personal experience osobni zkusenost / zkuSenosti

financial / management experience zkusenostis financemi/ fizenim

Jazykové schopnosti

language skills jazykové schopnosti
fluent in English plynné hovofici anglicky
mother tongue matefsky jazyk

UZivana stupnice jazykovych schopnosti:
e basic zdkladni znalost
e moderate stfedni znalost
e good dobra znalost
e advanced pokrocila znalost
o fluent schopnost plynulého uziti
e native rodily mluvci
UzZivané formulace:
o Fluent spoken and written English.
o English: advanced both verbal and written.
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Pocitacové dovednosti

computer skills pocitacové dovednosti
computer-literate pocitacové gramotny
PC skilled znaly prace s PC

advanced user of... pokrocily uZivatel...

Osobni dovednosti
personal skills
(povahové rysy)
self-driven / self-reliant samostatny
reliable spolehlivy/a

fast learning rychle se ucici
organized systematicky/a
methodical metodicky/a

punctual and accurate dochvilny/4 a
presny/a

willing to learn ucenlivy/a

willing to travel ochotny cestovat
team player tymovy hrac

relaxed and easy-going nekonfliktni
lively temperamentni

committed angaZovany/a, oddany/a
loyal loajalni

cooperative spolupracujici

osobni  dovednosti

Jiné dovednosti
other skills jiné dovednosti
driver’s licence [draivas laisns] Fidi¢sky

Prijimaci pohovor

hardworking pilny/a
positive positivni
strong communicator
v komunikaci
professional
chovani
excellent planning and organising abilities
vynikajici planovaci a organizacni schopnosti
excellent organisational skills vynikajici
organizacni schopnosti

excellent business skills vynikajici obchodni
dovednosti

excellent leadership skills vynikajici
schopnosti vést

excellent verbal and written
communication skills skvélé komunikacni
schopnosti slovem i pismem

presvéddivy/a

behaviour profesionalni

prakaz

invite sb for an interview pozvat nékoho na pohovor
call sb for an interview zavolat (si) nékoho na pohovor

go for an interview jit na pohovor
Come in, please. Pojdte dale, prosim.
Please sit down. Posadte se, prosim.

We welcome you to our company. Vitame Vas v nasi firmé.
Why are you interested in the position? Pro¢ mate zajem o toto misto?
What aspect of the job announcement interested you the most? Co Vas na nasem interatu

zaujalo nejvice?

Why do you want this job and how does it fit you? Proc chcete tuto praci a jak Vam vyhovuje?
How can you contribute to our company? Cim mUGZete nasi firmé prispét?

What salary are you seeking? Jaky plat hledate?

What does the job involve? Co toto zaméstnani obnasi?
She is considering whether to accept the job offer or not. Zvazuje, ma-li pfijmout pracovni

nabidku, nebo ne.

He's applied for a job with an advertising agency. Uchazi se o misto v reklamni agenture.
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VZOR

Motivacni dopis

Dear Mr. Smith,

With reference to your advertisement on the website www.orange.cz, | am interested in
applying for the position of Manager of Personnel Department in your firm. | am very interested
in this job and believe that my education and employment background are appropriate for the

position.

| have been involved in the area of human resources for 10 years. | believe | can offer wide work
experience in human resource management and education of adults.

The enclosed Curriculum Vitae elaborates on the details of my skills and experience.
| have always wished to work in a company of your calibre and reputation, and | believe that
through my knowledge, abilities and work experience | would be a useful member of your

company.

Should you require any additional information, | can be reached using the contact information
listed below.

| am available for an interview any time that is convenient for you.
Thank you for your consideration.

Sincerely,

Pavel Novy

Pavel Novy

Address: Zahradni 457/9, Prague
Telephone number: 458 55 66

E-mail address: pavel.novy@seznam.cz

CURRICULUM VITAE

PERSONAL DATA

Name: Jan Vesely

Date of birth: 18.5.1971

Place of birth: Prague, Czech Republic
Nationality: Czech

Address: Malitska 7, 170 00 Praha 7
Telephone number: +420 777 666 555

Mobile telephone number: +420 111 333 222

E-mail: jan.vesely@mail.cz
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WORK EXPERIENCE
e 2000 - present: Orange Company, Financial Department
Position: Financial Manager
e 1993 -2000: BB Bank, Economic Department
Position: Accountant

EDUCATION
e 1984 — 1988 : Secondary Economic School, Prague
e 1988 — 1993 : University of Economics, Prague, Master's degree

LANGUAGE SKILLS
e English: Very good
e Germany: Good

COMPUTER SKILLS
e Word, MS Excell, PowerPoint, Internet

OTHER SKILLS
e Driver’s license
e Very good communication skills
e Excellent organisational skills

REFERENCE

Name: Karel Maly

Company: Orange Company

Address: Patizskd 8, Praha 1

Position: Personal manager
Telephone number: +420 121 343 565
E-mail: karel.maly@post.cz

DATE
7 May, 2009

SIGNATURE

Gan Vet
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