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1. Напишіть своє резюме відповідно до наданого оголошення про прийом на роботу. 
 
 
REGIONAL FINANCIAL ANALYST 
 
Providence is calling for an REGIONAL FINANCIAL ANALYST!  
Responsible for performing a variety of complex financial analysis, budgeting, accounting functions and special projects for acute care, long-term care, assisted living, physician clinics, home healthcare, grants, foundation and regional office entities across the entire Providence Health & Services Alaska Region (PH&SA). Establishes processes for various projects as assigned and acts as key coordinator in processes relating to budgeting, BOAT projects, Long Range Financial Planning (LRFP) and financial analysis. Reviews work performed by other Finance staff, recommends changes to work plans and feedback to other staff. Organizes workload effectively and efficiently with little waste in effort or resources.  
 
We're seeking an individual who performs all duties in a manner that promotes teamwork and reflects the Mission and Philosophy of our founders, the Sisters of Providence.  
 
This position is located at the Providence Alaska Medical Center in Anchorage, Alaska. This is a Full-time, Day shift position.  
 
REQUIREMENTS 
Education: Bachelors Degree with concentration in Finance or Accounting and significant work towards masters degree in a Business related field.  
 
Experience: Preferably two years of related financial analysis or accounting experience.  
 
Other Qualifications: Must possess expert level of PC software and applications. Must have demonstrated expertise in many computer software programmes such as electronic spreadsheets, database applications and communication software. Must be able to quickly learn new software applications. Must be able to think quickly to accommodate a fast paced work environment. Must be able to work cooperatively and communicate effectively with all levels of employees of PH&SA and outside parties.  
 
 






CV
REGIONAL FINANCIAL ANALYST
write your name and surname

PERSONAL DETAILS
Address: First St.,  Alaska
Telephone  number:  (123) 034-2879       
E-mail address:  me@home.com             

EDUCATION: University of Chicago                            Bachelor’s Degree in Finance
JOB  EXPERIENCE:
02/2014 – 08/2015   Accountant, Regional Finance (Chicago)
- Work with various internal and external partners on cross-functional processes or projects providing analytical and procedural expertise;
- Researches and resolves accounting or reporting issues and communicates to management;
- Participates in various accounting projects as directed by management.
04/2016 – 07/2017   Regional Finance (Chicago)
- Perform daily reporting and analysis of trading P&L for the trading business;
- Perform balance sheet reporting and analysis;
- Involve in new deal / product / business initiative.
SKILLS:
- possess expert level of PC software and applications;
- experience work in many computer software programmes such as electronic spreadsheets, database applications and communication software;
- strong financial statement and accounting principles knowledge;
- excellent written and verbal communication skills, sound judgment and ability to learn quickly;
- excellent leadership skills and the ability to form and lead teams.

2. Прочитайте поданий нижче уривок з супроводжувального листа та дайте його письмовий переклад українською мовою. 
 

Dear Mr. Provost: 
 
Dr. Gene Bartholomew of Keene State College suggested I contact you regarding a position in the Insurance Trainee Programme of Safeguard Insurance Company. 
 
During my college career, I gained considerable practical experience in sales and marketing that would enable me to make a significant contribution as a trainee with Safeguard. I also participated in a number of university-sponsored marketing research projects. 
As Dr. Bartholomew can attest, my education and practical experience, coupled with my maturity and marketing skills, will be an asset to your firm. I am enthusiastic about a career in insurance and willing to relocate for your training programme. 
 
Because I am convinced of the value that I can bring to your firm, I will follow up this letter with a phone call to see if we might arrange an interview. You may also reach me during business hours at 603/555-0203. 
 
Thank you for your consideration. 
 
Sincerely, 
Kendra Davenport 
Kendra Davenport 
 
 Шановний пан Провост:
 
Доктор Джин Варфоломій з Кенського державного коледжу запропонував мені зв'язатися з вами стосовно посади в Страховій програмі стажувань страхової компанії.
Під час моєї кар'єри коледжу я отримав значний практичний досвід у сфері збуту та маркетингу, що дозволили мені зробити значний внесок як стажисту з захисту. Я також брав участь у багатьох спонсорованих університетом проектах маркетингового дослідження.
Як зазначає д-р Бартоломью, моя освіта та практичний досвід разом з навичками маркетингу стануть активом до вашої фірми. Я захоплений з приводу кар'єри в страховій і готовий перейти до вашої програми навчання.
Оскільки я переконаний у цінності, яку я можу принести  вашій фірмі. Я буду слідкувати за цим листом за допомогою телефонного дзвінка, щоб побачити, чи ми можемо організувати співбесіду. Ви також можете передати  мені в робочий час за номером 603 / 555-0203.
Спасибі за вашу увагу.
З повагою,
Кендра Девенпорт
















3. 	Розташуйте частини поданого нижче ділового документу (а-l) у необхідній послідовності (1-12). 
 
a) Sales Manager -  
 	 
b) Dear Mr Aurelle, -  
 		 
с) 	    BSCS                          - 	 
 	1049 Derwent Drive 
        Santa Barbara
        California 
 		 
d) 	    Yours sincerely,  -
   e) 	A copy of our illustrated export  -	7 catalogue will be sent to you today, together with a range of samples of the various skins used in the manufacturing of our gloves and shoes. We think the colours will be just what you want for the fashionable trade, and the beauty and elegance of our designs, coupled 	with 	the 	superb workmanship, should appeal to the discriminating buyer. 
 		  
f) Dale Crosby  - 
 
g) Our representative, Mr. Jones, will  -
be in your city next week and he will be pleased to call on you with a full range of samples of our handmade lines. He is also authorized to discuss the terms of an order with you or to negotiate a contract. 
 
h) It will be a pleasure to serve you.  - 
 
i) Purchasing Director   - 
Deuxmont France  123 rue Veron 
 	94140 Artfolville, 
 	France 
 
j) Your enquiry of October 12, which we welcome, is receiving our attention, and we thank you for your interest in our products. - 
 
k) 	Dale Crosby -
 
l) 	20th October, 1995  -                                                                       
Purchasing Director   
Deuxmont France  123 rue Veron 
94140 Artfolville, 
France
                                                                                                        20th October, 1995  

BSCS                       
1049 Derwent Drive 
Santa Barbara
California

Dear Mr Aurelle, 

Your enquiry of October 12, which we welcome, is receiving our attention, and we thank you for your interest in our products.
Our representative, Mr. Jones, will  be in your city next week and he will be pleased to call on you with a full range of samples of our handmade lines. He is also authorized to discuss the terms of an order with you or to negotiate a contract. 
 
It will be a pleasure to serve you.  
 



Yours sincerely
Dale Crosby
Dale Crosby  
Sales Manager


 










 
 
4. Напишіть лист-скаргу відповідно до наданої інформації. 
 
You have bought a printer online from printers.com. You have received the printer you ordered, but it is very slow – it can only print ten pages per minute in black and white, and six pages in colour. Write a complaint e-mail of about 100 words to the company to complain (TEL, ltd, 56 Strand Street, London). Tell them: 
	· 	What the problem is. 
	· 	What you want them to do about it (refund/replace?). 

COMPLAINT  LETTER

  Soborna street, 25, Kyiv, Ukraine, 13 July 2018

Khreshchatyk  street , 7, Kyiv, Ukraine

Dear Mr. Mykola,

I am writing you to complain about your goods. On July 12 I bought a printer at your shop «KTC», Khreshchatyk  street, 7. Unfortunately printer  very slow  – it can print ten pages per minute in black and white, and six pages in colour. I am disappointed because I can't use it. To resolve the problem I would appreciate if you could make a refund or the exchange product. I look forward to your reply and will wait until July15 before seeking help from a consumer protection agency. Enclosed the copies of guarantees and checks.

I hope you will deal with this matter as quickly as possible. 

Sincerely,
Denis Khomich


 











 
5. Дайте відповідь на лист-запит відповідно до наданої інформації. 
You received the following letter: 
 
Fine Foods Ltd. 
10 Bridge Street 
London SW10 5TG 12th September 2006 
 
Mr. R. Jones 
Sales Manager 
Stock Control Software System  
Thames Software Systems 
River Buildings, Stockwell Walk 
London SW17 5HG 
 
 
Dear Mr. Jones, 
 
Thank you for your letter of 1st September and the information you sent regarding the stock control system offered by your company. I certainly feel the system will meet our requirements. However, there are some points which I would like clarified before we go ahead and order the system. 
 
Firstly, although you mentioned that the system has recently been updated, I wondered whether we might be eligible for a discount on any future upgrades. 
 	
Secondly, the installation and implementation period of three weeks, to which you refer in your letter, seems rather long. Is there any possibility of getting the system up and running on a shorter timescale? 
 
I would be very grateful for a swift response to these queries, in order that we can begin the process as soon as possible. 
 
Thank you in advance for your assistance. I look forward to your reply. 
 
 
Yours sincerely, 
 
J. Brown 
 
Ms J. Brown 
Purchasing Manager 

Write an answer in about 100 words.

I have received your letter requesting  for a discount on any future upgrades. Unfortunately, I can not accept your request for discount on any future upgrades since the price of upgrades  stipulated is based on present market rates.
We can not have possibility of getting the system up and running on a shorter timescale: downloading the update takes a long time, if the download takes a long time you need an Internet connection. The time it takes to download the update varies according to the size of the update and your Internet speed.
If the update doesn't complete If you're installing the update, the progress bar might appear to move slowly. The time an update takes depends on the size of the update and the number of files so it takes enough time.
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