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 Занятие № 20

 Тема: Методика проведения собеседования
3.12. ПРОСМОТРИТЕ текст, выпишите в свой словарик незнакомые слова, которые затрудняют понимание этого текста. ПОДГОТОВЬТЕ перевод текста на русский язык и контрольное чтение текста на английском языке.

Strategies for Effective Interviews

Text 2

The other useful strategies, which will help your interviews be more effective, are as follows:

7. Have a checklist of questions, but don’t be bound by it. It’s a great idea to create sample checklists of information needed for clients in a variety of legal situations. It’s also a great idea to make a list of specific questions you want to ask witnesses, experts, etc. Meanwhile, listen carefully. Take into account that your questions

should show that you are listening, encourage the interlocutor and develop your conversation further.

8. Obtain all necessary documents and other tangible evidence the client or witness has in his possession.

9. Inform and educate without giving legal advice. One of the most important roles that paralegals serve is to help a client understand and predict the complex process of litigation. Clients and witnesses will feel less anxious if they know what to expect.

10. Be hospitable. Be a good host when interviewing people in your office and a good guest when interviewing people at their home or at work. Offering a refreshment drink helps relax people.

11. Control your body language. It is important to demonstrate interest in the client and in what the client is telling you. Pay attention to your body language: facial expressions, behaviour and posture. Make eye contact with the person you are talking to, since it conveys honesty and interest.

12. Do not become emotional: try to be objective and calm when communicating, without being cold and distant.

13. Demonstrate compassion with professional boundaries. You will often feel empathy, especially for clients who are in a difficult situation. Remember that your role is to help them with their legal troubles. You can’t help with financial, emotional, or psychological troubles.

14. Sum up the interview and outline steps going forward. The overall purpose of a legal interview is to enable your client to reach a decision as to which course of action they wish to pursue. By combining the results of listening and questioning, you should be able to identify what the client's problem is and what potential solutions are available. Remember, though, that your role is advisory, that is, to

put those potential solutions before the client, but leave it to them to ultimately decide what to do next.

15. Keep confidences. This is the most important rule of all.

Remember that not only the information you gather is to be kept confidential, but also the very identity of the client is confidential. If you work for a lawyer who does only criminal law or bankruptcy law and you mention that a person, who lives in the community, came to the office, you are revealing a client confidence.

СЛОВА из текста:

sample – типовой, примерный

tangible evidence - реальные факты, ясные свидетельства

in possession - в (чьём-либо) владении

educate – просвещать, давать образование

predict - прогнозировать

feel less anxious – меньше беспокоится, меньше переживать

hospitable – гостеприимный, восприимчивый, открытый

host - хозяин

guest - гость

at work - за работой, на работе

facial expression – мимика, выражение лица

posture - положение тела

convey - выражать, передавать (чувства)

objective - беспристрастный, непредвзятый, объективный

compassion – сочувствие, сострадание

boundary – предел, граница

empathy – сопереживание, умение поставить себя на место другого

psychological - психологический

outline - наметить в общих чертах, очерчивать

pursue - неотступно следовать, придерживаться намеченного пла-

на

very - даже

identity – идентификация, обозначение, идентификационная ин-

формация

3.13. ЗАВЕРШИТЕ каждое из начатых предложений, опираясь на содержание прочитанного текста, и переведите

получившиеся предложения.

1. It is a great idea to ...

2. The questions from your checklist should …

3. When interviewing people in your office …

4. It is important to …

5. The purpose of a legal interview is …

3.14. УСТАНОВИТЕ, соответствуют ли данные утверждения содержанию прочитанного текста; если утверждение

неверно, исправьте его:

1. You should be subjective and emotional in your communications

with clients in order to demonstrate your professionalism.

2. In the interview the paralegal should confine himself strictly to the

checklist of questions.

3. It is desirable to get all relevant documents and physical evidence

the client has in his possession.

4. Offering a refreshment drink helps to establish a good, professional

relationship between the paralegal and the client.

5. The paralegal should help his clients understand and predict the

complex process of litigation.

6. Paralegals must help their clients with financial and psychological

troubles.

7. The client’s role in the legal interview is advisory.

3.15. СОВМЕСТИТЕ слова и выражения со сходным значением в левой и правой колонках:

	advisory

effective

emotional

especially

hospitable

necessary

objective

often

potential

tangible

useful


	consultative

corporeal

efficient

excited

helpful

impartial

kindly

particularly

possible

time and again

wanted




3.16. ОТВЕТЬТЕ на вопросы к прочитанному тексту и

будьте готовы перевести ответы других студентов на эти

же вопросы:

1. How can the paralegal demonstrate interest in the client and in what the client is telling him?

2. What does “body language’ include?

3. What does eye contact with an interlocutor convey?

4. What does it mean ‘to be hospitable’?

5. What makes clients will feel less anxious during the legal interview?

6. What should the paralegal be able to do by combining the results of his interview with the client?

7. What technique may be used by the paralegal in order to encourage the interlocutor and develop the conversation further?
Все ответы сдать в вк до 11.02
