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CrnoBd noa6opku

administration /odminrstrerfon/

agMUHUCTpauuda
the management of an organization or country; the people responsible for this

The administration announced new economic policies.
A,D,MVIHVICTpaLI,VIﬂ 06bsBUIA O HOBOM 3KOHOMMUYECKOM NONUTUKE.

administrative /sd'ministrativ/

anMMHMCTpaTMBHbIﬁ
connected with organizing and managing something

She handles all the administrative work in the office.
OHa BeET BCIO afMUHUCTPaTUBHYIO paboTy B oduce.

advise /sdvaiz/

coBeToBaTb
To tell someone what you think they should do; to give advice.

The doctor advised her to rest for a week.
Bpaq NMOCOBETOBAas eN OTOOXHYTb B TE4EeHNEe Hepenu.

agency /eidzansi/
areHTcTeo
a business or organization that provides a particular service

She works for a travel agency.
OHa paboTaeT B TYPUCTUYECKOM areHTCTBE.

agent /eidzent/

areHT
a person who acts on behalf of another person or organization

Our travel agent booked the flights for us.
Haw TypareHT 3a6poHupoBan aas Hac GuneTsbl.

application /z=pirkerfsn/
3asaBKa
a formal written request for something, such as a job or permission

She sent her job application yesterday.
OHa oTnpaBwuna 3asBKYy Ha paboTy BYepa.

apply /eplav

nopgaBaTtb 3aABKY
to make a formal request for something, such as a job or place at university

She applied for a job at the local hospital.
OHa nopana 3asiBKy Ha paboTy B MECTHYIO 60/bHULLY.

yetanotherenglish.com



appointment p>intmant

BCTpeya
An arrangement to meet someone or visit a place at a fixed time

| have a doctor's appointment at 3 o'clock.
Y MeHs Np1EM y Bpaya B Tpu Yaca.

approve /s'pru:v/
opo6paTb
To officially agree to or accept something.

The committee approved the new budget.
KoMuteT ogo6pun HoBbIN GI0OKET.

assistant /s'sistont/

MOMOLLHUK
a person who helps someone more senior in their job

The director's assistant will answer your questions.
[MoMOLWHUK ONPEeKTOpa OTBETUT Ha Ballk BOMNPOCHI.

boss /bos/

Ha4vyalbHUK
the person who is in charge of you at work; an employer or manager

My boss asked me to finish the report by Friday.
MoW HavyanbHNK nonpocwun MeHA 3aKOH4YNTb OTYET 00 NATHULLbI.

build /bild/

CTpOUTb
to make something by putting materials and parts together

They are going to build a new school in our neighbourhood.
B HaleM panoHe cobupaloTcs NOCTPOUTb HOBYIO LLKOSTY.

candidate /kzndidst/
KaHgupaT
a person who wants to be chosen for a job or elected to a position

Three candidates are running for president in this election.
Ha aTnx Bbibopax 6annoTupyloTCs TpU KaHgmaaTta B NPe3naeHThl.

career /ko'riar/
Kapbepa
the series of jobs that someone has in a particular area of work over a long period

She had a successful career as a journalist for over 20 years.
OHa ycrnewHo npopaboTana xypHanuctoM 6onee 20 neT.
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CEO /sivivou/

reHeparnbHbI AUPEKTOP
the highest-ranking person in a company, responsible for making major decisions

The CEO announced a new strategy to expand into Asian markets.
reHepaanblﬁ ONPEKTOopP 06bsABUIT O HOBOW CTpaTernn Bbixoga Ha a3anaTtCkne pPblHKU.

chairman /'tfeaman/

npepceparenb
the person who is in charge of a meeting or an organization

The chairman opened the meeting at nine o'clock.
I‘Ipe,uce,u.aTenb OTKpPbIN1 3aceflaHne B AeBATb YaCOB.

chief /ti:f/

pykoBoguTtenb
the person in charge of a group or organization; a leader

He became the chief of police at the age of forty.
OH cTan HayanbHMKOM MNOMULMU B COpOK neT.

clerk /kiak/

KNepkK
a person who works in an office or shop doing administrative tasks or serving customers

She works as a bank clerk and handles customer accounts.
OHa paboTaeT 6aHKOBCKMM K/TIEPKOM M BEOET cYeTa K/IMEHTOB.

committee /ka'mti/

KOMUTET
a group of people chosen to make decisions or study a particular subject

The committee will meet next week to discuss the proposal.
KoMuteT cobepéTtca Ha cnenytolen Hegene ang obcy>xaeHnsa npeanoXxeHus.

conference /konfarans/
KOoHpepeHuus
a large formal meeting where people discuss a particular topic

She is attending an international conference in Berlin.
OHa y4yacTByeT B MeXAyHapoaHom KoHdepeHumn B bepnnHe.

cooperation /ksupp.arerfan/

COTPYyAHUYECTBO
the act of working together towards a shared goal

The project succeeded thanks to close cooperation between the two teams.
MpoekT ygancsa 6narogaps TECHOMY COTPYLHUYECTBY Mexay OBYMS KOMaHOaMu.
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Crew /kru:/

3Kunax
the group of people who work on a ship, plane, or other vehicle; the people who work together to make
a film or TV show

The captain spoke to the crew before departure.
KanutaH noroBsopwun C aKnna>kem nepen otnpaBieHNEM.

deliver /drive/

[OCTaB/ATb
to take goods or letters to a particular place; to give a speech or presentation

The package was delivered to my house this morning.
Mochkinika 6bi1a gocTaBeHa KO MHE OOMOM 3TUM YTPOM.

department /drpa:tmant/

oTaen
one of several parts into which a large organization is divided, each with a special function

She works in the marketing department.
OHa paGOTaET B oTAeNne MapKeTuHra.

deputy /depjoti/

3amMecTuTeslb
a person who is second in rank and acts in place of the main person when needed

The deputy minister attended in place of the minister.
3aMMUHUCTpPa NPUCYTCTBOBAJT BMECTO MUHUCTpPA.

director /drreks/
AVpPeKTop
a person who controls or manages an organisation, department, or company

She was appointed director of the marketing department.
OHa 6bl1a Ha3Ha4vYeHa OUNPEKTOPOM MapKETUHIroBoro otaena.

document /dokjumant/

AOKYMEHT
an official or formal piece of writing, or a file stored on a computer

Please sign this document and return it by Friday.
I‘Io>+<any17|CTa, nognuunTe aToT AOKYMEHT U BepHUTe ero Ao NATHULbI.

draft /dra:ft/

YepHOBUK
a first version of a document or plan that is not yet final

| wrote a first draft of the report.
¢l Hanucan NepBbIn YEPHOBUK OTYETA.
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duty /dju:ti/
ponr
something that you must do because it is morally right or because it is your job

It is your duty as a citizen to vote in elections.
Kak rpa>gaHuH, Bbl 0653aHbl y4yacTBOBaTb B Bbl60an.

earn /z:n/

3apabartbiBaTb
To receive money in return for work that you do.

She earns about $40,000 a year.
OHa 3apabaTtbiBaeT okono 40 000 gonnapos B rof,.

employ /1im'plor/
HaHUMaTb
to give someone a paid job; to use a method or skill for a particular purpose

The factory employs over 500 workers.
3aBopg HaHuMaeT 6onee 500 pabounx.

employee /imploi/
paboTHUK
a person who is paid to work for someone else

The company has over 500 employees.
B koMnaHun paboTaeT 6onee 500 cOTpyoHUKOB.

employer b
paboTtopartenb
a person or organisation that pays people to work for them

Your employer must provide a safe working environment.
Baw pabotogaTens gomkeH obecneunTb 6e3onacHyto pabouyto cpeny.

employment /im'ploimant/

3aHATOCTb
the state of having paid work; the act of giving work to someone

The government is trying to increase employment.
rlpaBVITeJ'IbCTBO MbiTaeTCA NOBbICUTb 3aHATOCTb HaceneHn4d.

engineer /end3r'nia/
UHXXeHep
a person who designs, builds, or repairs machines, structures, or systems

She works as a software engineer at a tech company.
OHa pa60TaET MHXeHepoM-nporpaMmMncToM B TEXHOIOrMYECKOM KOMMNaHUN.
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equipment /rkwipmant/
o6opypoBaHue
the tools, machines, and other things needed for a particular purpose

The hospital needs new medical equipment.
BbonbHMuge HY>XHO HOBO€ MedUNLUNHCKOoe OGOpy,D,OBaHI/Ie.

executive /igzekjotiv/

pykoBoguTesb
a senior manager in a company or organisation who makes important decisions

She became chief executive of the company at age 40.
B 40 neT oHa cTana MCnonHUTENbHbLIM OUPEKTOPOM KOMMaHUN.

experienced iksprarianst

OMbITHBbIN
Having a lot of knowledge or skill because you have done something for a long time

We need an experienced doctor for this position.
Ha 3Ty OOJDKHOCTb HaM HY>XXeH OnMbITHbIN Bpay.

expert /eksps:t/

aKcnepTt
a person with a high level of knowledge or skill in a particular area

She is an expert in medieval history.
OHa — aKcnepT B 06n1acTn cpegHEBEKOBOW NCTOPUMN.

farmer /fa:ms/

depmep
a person who owns or manages a farm and grows crops or raises animals

The farmer gets up early every morning to feed the animals.
®epMep BCTAET paHO KaXkaoe yTPOo, YTOObl HAKOPMUTb XXUBOTHbIX.

feedback ‘fi:dbaxk

o6paTHas cBfi3b
information or comments about how well someone is doing something

The teacher gave the students detailed feedback on their essays.
YuunTenb gan cTyaeHTaM nogpobHyio obpaTHYIo CBA3b MO UX 3cCe.

guard gad

OXpPaHHUK
A person who watches over and protects someone or something

The museum has security guards to protect the exhibits.
B My3ee eCTb OXPaHHUKW 0514 3alNTbl 9KCMNOHATOB.
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hire /haia/

HaHUMaTb
to employ someone for payment; to borrow something for a short time for payment

We need to hire an experienced project manager for the new contract.
Ham HY>XHO HaHATb ONbITHOrO MeHe>kepa NpoeKTa OJid HOBOro KOHTpakTa.

implement /impliment/
BHeOpPATb
to put a plan, system, or policy into action; to begin using something

The government plans to implement the new policy next year.
MpaBUTENbLCTBO NNAHMPYET BBECTU B AENCTBME HOBYIO MOUTUKY B CIIEAYIOLWEM roay.

initiative /rnistv/

UHUUMaTuBa

a new plan or action intended to solve a problem; the ability to make decisions without being told what
to do

The government launched a new initiative to reduce unemployment.
rlpaBI/ITeJ'IbCTBO 3anycTunio HOBYIO MHMUMATUBY NO COKpPaLLeHUIo 6e3pa60TVILI.bI.

inspection /in'spekjn/
OCMOTpP
an official examination or check of something to make sure it is correct or safe

The building passed the safety inspection.
34aHne NpoLno NnpoBepky 6e30nacHOCTK.

interview /intovju:/

MHTEepPBbIO
a formal meeting where someone is asked questions, especially for a job or by a journalist

She had a job interview on Monday.
B noHepenbHUK y Heé BbIN1o cobecenoBaHWe Ha paboTy.

job /dzpb/

paboTa
the regular paid work that you do to earn money

She got a new job as a teacher.
OHa nony4mna HoByto paboTy yunTenem.

junior /'d3u:nia/
MnagLwmin
lower in rank or less experienced than others; younger

He is a junior employee who just started working here.
OH MMafLwun COTPYAHUK, KOTOPbIN TOIbKO YTO Havyan 3gecb paboTaTb.
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labor /leiba/

TPYyA
physical or mental work, especially hard work; workers as a group

The building required a lot of manual labor.
CTpouTenbcTBO NOTPeboBaNo MHOIO PyYHOro TpyAa.

labour /leibs/

TPYyA
work, especially physical work

The project required months of hard labour.
[MpoeKT noTpeboBan MHOIMMX MeCSALEB TSXXENOro Tpyna.

leadership /ii:.ds.fip/
nupepcTBo
the ability to lead others; the position or function of a leader

Good leadership is essential for any successful team.
Xopoluee nmaepcTBo Heo6XoaMMOo Afis No6oN yCrnewHon KoMaHabl.

maintain /meimn'tein/

nogaoepXXueaTb
to keep something in good condition by checking and repairing it

It is expensive to maintain an old house.
CopepykaTb CTapbii 4OM OOPOro.

maintenance /meimtsnans/

TexHu4yeckoe obcnyxxusaHume
the work of keeping something in good condition, or the money paid for this

Regular maintenance of your car can prevent expensive repairs.
PerynﬂpHoe TEXHN4YeCcKoe OGCJ‘Iy)KMBaHIAe aBTOMOOUIA NOMOraeT n3bexarb OoporocrtoduLlero peMoHTa.

maker /meiks/

npoussoauTesb
a person or company that makes or produces something

This coffee maker brews a perfect cup every time.
OTa KodeMalunHa KaxXkabi pa3 roTOBUT MAeaNbHYIO YallKy.

manage /manidz/

cnpaBnaTbCcs
to succeed in doing something difficult; to be in charge of a team, business, or department

Did you manage to finish the report on time?
BaM ypanocb 3aKOHYUTb OTYET BOBpPeEMSA?
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management /mznidzmant/

ynpasneHue
the activity of controlling and organizing something, especially a business

Good management is essential for a successful company.
Xopoluee yrnpaBneHve Heo6xoaMmMo s yCrnewHon KOMNaHuu.

manager /mznidzs/

MeHepxep
a person who is in charge of a business, team, or group of workers

The manager approved the new project.
MeHemxep ono6pu HOBbIN NPOEKT.

manual /'maenjual/

py4HoIi
done with the hands or requiring physical effort, rather than using machines or computers

Manual labour requires physical strength.
PyuHou Tpyn TpebyeT GU3NYEeCKOn Cusbl.

meeting /mi:tmy
BCTpeua
an occasion when people come together to discuss something

| have an important meeting at two o'clock.
Y MeHSd Ba)HOe coBellaHne B ABa vaca.

mission /mijn/

Muccud
an important task or job, especially one sent on behalf of an organisation or government

The soldiers were sent on a dangerous mission.
Conpatbl 661K oTnpaB/eHbl Ha OnacHoe 3adaHune.

occupation /okjuperfan/
npodeccus
a job or profession; something you regularly do in your spare time

Please state your occupation on the form.
MoxanyncTa, yka>knte cBot npodeccuio B popme.

office /pfis/

opuc
a room or building where people work, especially at desks

I'lLL be in the office all day tomorrow.
3aBTpa A Becb feHb 6yny B oduce.
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officer /ofisa/

odpuuep
a person in the armed forces who holds a position of authority

The officer gave orders to his troops.
Oduuep oToaBan NprKasbl CBOMM BONCKaM.

official /s

oduumanbHbIi
relating to or decided by a government, organisation, or other authority

The official language of Brazil is Portuguese.
OdunumanbHbIn 93blKk Bpasnnmm — nopTyranbCKUn.

operator /oparerts/

onepartop
a person who operates a machine, or a company that runs a service

The tour operator offers trips to over 50 countries.
TyponepaTtop npepnaraet noe3gku B 6onee yem 50 cTpaH.

organisation />:gsnarzerfan/
opraHusauus

a group of people who work together for a shared purpose; also the act of planning or arranging things

She works for a non-profit organisation.
OHa paboTaeT B HEKOMMEPYECKOM OpraHu3aumun.

organization />:gsnarzeifon/

opraHusauusa
a group of people working together for a common purpose

She works for a charity organization.
OHa paboTaeT B 611aroTBOpPUTENIbHON OpraHn3auuu.

personnel /p3:sa'nel/

nepcoHan
the people who work for an organization

All personnel must wear ID badges at all times.
Becb nepcoHan o643aH NOCTOSHHO HOCUTb YAOCTOBEPEHMA.

planning /plz=nm/
nnaHupoBaHue
the process of deciding in advance what you want to achieve and how

Good planning is essential for a successful project.
Xopomee nnaHnpoBaHune Heobxoaumo ans yCnewHOoro npoeKkTa.
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presentation /prezn'terjn/

npeseHTauus
a formal talk to a group of people showing or explaining information

She gave a presentation on the new marketing strategy.
OHa cpenana npeseHTauuio o HOBOWM MapKeTVIHFOBOIZ CcTpaTterumn.

procedure /pra'si:dza/
npouenypa

an official or established way of doing something; the steps taken to complete a task

There is a strict procedure for handling complaints in our organisation.
B Halueln opraHusaumm CyLecTByeT CTporas npolenypa paccCMoTpeHmns »anob.

producer /pra'dju:ss/

npoun3sopuTesb

a person or organisation that makes or grows something; a person who organises a film, show, or

album

Brazil is the world's largest coffee producer.
Bpasunusa asnseTca KpynHenwmm Nnpon3BoanTenem Kkodpe B Mupe.

professional /prafefanl/

npodeccruoHasnbHbIN

relating to a job that requires special training and skills, or done by people who do it as their main paid

job
You should get professional advice from a lawyer.
BaMm crnegyeT nonyunTb NpodecCcmoHanbHyo KOHCYNbTaLMIO lopuUcTa.

project /prodzekt/
npoeKkT
a planned piece of work with a specific aim, usually involving several people

The team is working on a large construction project.
KomaHpa pa60TaeT Han KPYNHbIM CTPOUTENbHbIM MPOEKTOM.

promote /pra'maot/

npogBuraTtb
to support something or help it grow; to raise someone to a higher position

She was promoted to senior manager.
EE& noBbicnnn 0o ctapliero MeHegxepa.

promotion /pra'maufan/

nosbileHne
a move to a higher rank or job; advertising or publicity for a product or cause

She worked hard and finally got a promotion to team leader.
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qualified /'kwnolifard/

KBannuumpoBaHHbIN
having the necessary skills, knowledge, or experience for a job or activity

Are you qualified to teach English?
Y Bac ecTb KBarIVIdJI/IKaLI,VIﬂ npenonasatend aHIMMNCKOro?

quit /kwit/

6pocuTb
To stop doing something or leave a place or job

She quit her job to travel the world.
OHa yBonunack ¢ paboTbl, 4TO6bl 06bE3AUTL BECb MUP.

register /redzsts/

pernctpupoBaTtbcs
to record your name or information officially, often to take part in something

You must register for the course by Friday.
Bbl LOMKHbBI 3anmMcaTbCs Ha KypC A0 NATHULLbI.

registration /redzrstreijn/

peructpauusa
the act of recording information officially, or the document that shows this

You need to complete your registration before the course starts.
BaM HY>XHO NPONTM perncTpaunio oo Ha4yana Kypca.

responsibility /risponsrbiliti/
OTBETCTBEHHOCTb
a duty to take care of or deal with something or someone

It is your responsibility to check the facts.
[MpoBepka pakToB — Balla OTBETCTBEHHOCTb.

responsible /rrsponsibl/

OTBETCTBEHHbIN
having a duty to do something or to take care of someone or something

Parents are responsible for their children's safety.
Pogutenn HECYT OTBETCTBEHHOCTb 3a 6e30nacHOCTb CBOUX ,u.eTe17|.

retirement /rtarsmant/

neHcusa
the period of your life after you have stopped working permanently

She plans to travel during her retirement.
OHa nnaHnpyeT nytTewecTBoBaTb Ha NEHCUN.
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secretary /sekritri/ (a2)

ceKkpeTapb
a person who works in an office managing letters, phone calls, and arranging meetings

Please speak to my secretary to arrange an appointment.
lMoxanyncra, NOroBopmTe C MOUM CEKPETAPEM, YTOObLI JOFrOBOPUTLCH O BCTPEYE.

senior /sinis/
cTapLwumii
higher in rank or position; older

She applied for a senior position at the company.
OHa nogana 3asiBKY Ha CTapLlyio OIKHOCTb B KOMMNaHUW.

service /ssuwis/
ycnyra
work done for someone or an organization; help provided to customers

The hotel is famous for its excellent service.
OTenb 3HaMEHUT CBOUM OT/IUYHbIM OﬁCﬂy)KVIBaHllleM.

shift it

casur
A change in position or attitude; a period of time during which a group of workers works

The factory operates with three shifts a day.
3aBof paboTaeT B TPU CMEHbI B A€Hb.

soldier /souldzer

conpart
a person who serves in an army

The young soldier was proud to serve his country in the armed forces.
Monopon conpat 6bi1 FOph, CMY>XXUTb CBOEN CTPaHE B BOOPYXEHHbIX CUnax.

staff /sta:f/

nepcoHan
the people who work for a particular organization or employer

| The hotel has a friendly and helpful staff.
B oTene ppy>Xento6HbIN 1 YCAY>XINBbIA NepcoHan.

strategy /strzt.s.dsi/

cTparerus
a plan of action designed to achieve a long-term goal

The company developed a new marketing strategy to increase sales.
KomMnaHus pa3pa60Tana HOBYIO MapKeTUHIroBylo CTpaTeruvio onga ysennvyeHmna nponax.
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submit /sabmit/

nopaBsaTtb
to give or send something to someone for them to consider or judge

Please submit your application by 31 October.
MoxanyncTta, noganTe 3aaBKY A0 31 oKTa6ps.

task /ta:sk/

3apjava
a piece of work that must be done

Her main task is to prepare the reports.
EE rnaBHas 3apava — NogroToBka OTYETOB.

tool tu:l

WHCTPYMEHT

A device that you hold in your hand and use to do a specific job; anything used to achieve a goal

A hammer is a tool for knocking in nails.
MonoTtok — ato MHCTPYMEHT ONA BOMBaHNSA rBO3OEN.

unemployment /anim'ploimant/

6e3paboTnua
the state of being without a job; the number of people without jobs

Unemployment rose sharply during the recession.
YpoBeHb 6e3paboTuLbl PE3KO BbIPOC BO BPEMS PELLECCUMN.

union /juznian/
npo¢gcoios
an organization of workers that aims to protect their rights and interests

The workers decided to join the trade union.
Paboune pewnnm BCTynnTb B NpodColos.

work /ws:k/

paboTa
activity that involves effort, especially as a job

She loves her work as a teacher.
Eln oueHb HpaBuTCSa €€ paboTa yuntenem.

worker /ws:ka/

pa6ouuni
a person who does a job, especially a physical or manual job

The factory employs over 500 workers.
Ha 3aBoge paboTtaet 6onee 500 pabouunx.
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working /'w3:kin/
pa6ouuni
relating to or suitable for work; employed

What are the working hours at this company?
KakoB pabouunit AeHb B 3TON KOMAaHUN?

working on ‘ws:km on
pa6boTtaTtb Hag
to spend time and effort trying to improve or complete something

I'm working on a new project.
# paboTato Haf HOBbIM MPOEKTOM.
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Yek-rimcT camMmornpoBepkm

3aKpo NpaBylo KONMOHKY, BCMIOMHU NepeBof, — OTMETb BblyYEHHOE.
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administration
administrative
advise
agency
agent
application
apply
appointment
approve
assistant
boss

build
candidate
career

CEO
chairman
chief

clerk
committee
conference
cooperation
crew
deliver
department
deputy
director
document
draft

duty

earn
employ
employee
employer
employment
engineer

equipment
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COBETOBAaTb
areHTCTBO

areHT
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BCTpeYa
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HavanbHUK
CTPOUTb
KaHoupaTt
Kapbepa
reHeparbHbIN OUpeKTop
npepcepatenb
pyKoBOAMTENb
Knepk
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YepHOBUK
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executive
experienced
expert
farmer
feedback
guard

hire
implement
initiative
inspection
interview
job

junior

labor
labour
leadership
maintain
maintenance
maker
manage
management
manager
manual
meeting
mission
occupation
office
officer
official
operator
organisation
organization
personnel
planning
presentation
procedure
producer

professional
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project
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pykoBoguTenb
OMbITHbIN
aKecnepT
depmep
obpaTHas cBs3b
OXpPaHHUK
HaHUMaTb
BHEOPSATb
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