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1. IlepevyeHb MIaHNPYEMBIX Pe3yJbTATOB H3y4YeHHUs TUCHUILIMHbI, COOTHECEHHBIX €
MJIAHUPYEMBbIMH pPe3yJIbTaTaMH 0CBOEHHS 00pa30BaTe/bHON MPOrpaMMbl
B pamkax ocBoeHHS OCHOBHOM NpPOQECCHOHAIBHONH 00pa30BaTeNbHONW MPOrpaMMbI
OakanmaBpuata OOYYarOIIMICS JOJDKEH OBJIAACTh CJIEAYIOIMIMMH pe3ysibTaTaMu OOYYEHHs 10
aucnuIuiHe «IHOCTpaHHBIH A3bIK MPOPECCHOHATBHOTO OOIIECHHS» !

Kon u HaumeHoBaHue NuaukaTopsl 10CTHKEHUSI KOMIIETEH MU
KOMIIEeTeHI U

YK-4 CriocobeH npuMeHSTh NYK-4.1. YcranaBnuBaeT W pa3BUBaeT NMPOQEeCCHOHAIbHBIC

COBPEMEHHBIE KOHTaKTBI, OCYIIECTBIISET aKaJeMHuecKoe u

KOMMYHHKATHBHbIE TEXHOJIOTUH, | MpO(dEeCcCHOHAIbHOE  B3aUMOJCHCTBHE C  MPUMEHEHHEM

B TOM YHCJIE Ha COBPEMEHHBIX KOMMYHHUKAaTUBHBIX TEXHOJOTHIl, B TOM YHUCIE

WHOCTPaHHOM(BIX) sI3bIKe(ax), Ha HHOCTPAHHOM SI3bIKE.

JUISL aKaJIEMUYECKOT0 U NVYK-4.2. CocTaBnser U pegakTUpyeT JOKYMEHTALHIO C LEIbI0

npodeccuoHaIbHOTO o0OecrieyeHrs  aKaJeMHU4YecKoro U IpoeCCHOHATBLHOTO

B3alMOJICICTBUS B3aUMO/JICICTBUS, B TOM UHCJIE HA UHOCTPAHHOM SI3bIKE.
NYK-4.3. JlemoHCTpUpYyET KOMMYHUKATUBHYIO
KOMIIETEHTHOCTh B YCJIOBMSIX HAy4YHO-UCCIIEJOBATEIbCKON U
MIPOEKTHOM JEATEIbHOCTH U MPE3CHTALMU €€ Pe3yIbTaToB Ha
pa3IUYHbIX 1y OJIMYHBIX MEPONPUSITHSIX, BKJItOYast
MEXIYHApOAHbIE, B TOM YHCJIE HA HHOCTPAHHOM SI3bIKE.

2. MecTo aucuuninnbl B crpykrype OIIOIT
VYyeonas mucnumummHa b1.0.04 «MHOCTpaHHBIA S3BIK TPO()ECCHOHATBLHOTO OOIIECHUS
OTHOCHTCSI K 00s13aTebHOM yacTy 1ukia b. 1 «/lucuumimael (MOTyn)».

3. O0beM AUCHUNJIMHBI B 324€THBIX eIMHUIIAX € YKA3aHUEM KOJIUYeCTBA aKaJAeMHYeCKUX
YacoB, BbIIeJIEHHBIX HA KOHTAKTHYI0 padoTy o0y4yalouuxcs ¢ npenojaansaresieM (Mo BUaamM
3aHATHH) M HA CAMOCTOSITEIbHYIO Pa00Ty 00yUYaKOIIUXCS

Obmas Tpya0eMKOCTh (00beM) MUCHUIUIUHBI «HOCTpaHHBIA S3BIK MPOGECCHOHATHHOTO
OOIICHUS» COCTABIISAET 4 3aUSTHBIC CTMHHUIIBI.

O0bEéM IMCHMIJIMHBI 10 BUIaM Y4eOHBIX 3aHATHH (B Yacax) — ouHasi popma obyueHust

Buj yuyeoHoii pa6oThi Beero Cemectpbt

4acoB 1 -
AyauTopHbIe 3aHATHSA (BCEro) 36 36 -
B ToM uucne: - - -
Jlexuun 18 18 -
[TpakTrueckue 3anstus (I113) 18 18 -
Cemunapsl (C) - - -
JlaGopatopusie pabotsl (JIP) - - -
CamocrosiTesibHas padora (Bcero) 72 72 -
B ToMm guce: - - -
Kypcogoii mpoekt (pabota) - - -
PacuerHo-rpaduueckue padboTb - - -
Pedepar 6 6 -
[ToaroroBka K MPakKTUYECKUM 3aHATUAM 60 60 -
TectupoBanue 6 6 -
Bun npoMexyTouHO arTecTalu — 3K3aMeH 36 36




OO01mmast TpyJ0eMKOCTh Jac / 3a4. e]1.

144/4 144/4

O0béM THCHMILIMHBI 10 BU/IaM Y4eOHbIX 3aHATHI (B Yacax) — 3a04Hasi GopmMa 00y4eHH s

. Bcero CemecTpsl
Buj yueOHoit padoThl

4acos 1 -
AyIuTOpHBIE 3aHATHS (BCEro) 10 10 -
B toMm uuce: - - -
Jlexuun - - -
[Ipaktuueckue 3ausrus (I13) 10 10 -
Cemunapsl (C) - - -
JlaGopaTtopusie padoTs (JIP) - - -
CamocrosiTesibHas padora (Bcero) 125 125 -
B ToM uucne: - - -
Kypcogoii mpoekt (pabota) - - -
PacuetHo-rpaduueckue paboThl - - -
Pedepar 8 8 -
[ToaroToBka K MpakTUYECKUM 3aHITHSIM 109 109 -
TectupoBanue 8 8 -
Bun npoMexyTouHO arTecTaluu — 3K3aMeH 9 9
OO61mas TpyJ0eMKOCTh Jac / 3a4. e]l. 144/4 144/4 -

4. Conep:xkanue TUCHUNTIHHBI
4.1. Pa3znebl TUCHUNIMHBI H TPYI0€MKOCTH 10 BUAAM y4eOHBIX 3aHATHI

o4yHas ¢popMma

= 3 Buabl y4eOHBIX 3aHATHH, BKJIIOYAs
Ne Pasien/Tema g % CaMOCTOSITeIbHYIO Pa0oTy o0y4arouuxcs, yac
u/n JMcmumHbI C B KonTtakTHasi paborta CamocrosiTe/ib-
Bcero NpaKTHYeCKue Has paborta
JICKIHH
3aHATHHA o0yyaromuxcs

1. | Pazmen 1. 36 6 6 24

TpynoycTpoicTBo.

[Ipodeccnonanpubie

komnereHimu. [loprdonmo
2. | Paznmen 2. YcTHas 36 6 6 24

KOMMYHHMKAIHs B

CUTYalUsAX JI€JI0BOTO

o0IIeHUs
3. | Paznen 3. IlucemenHas 36 6 6 24

KOMMYHHMKAIHS B

CUTYalUsAX JIEJI0BOTO

oOIIeHHS
Bcero 108 18 18 72
JK3aMeH 36 - - -
HTroro 144 18 18 72




3aounas popma

2 5 Buabl yueOHBIX 3aHATHI, BKJIIOYAS
e Pasien/Tema g % CaAMOCTOSITEJIbHYIO PA00Ty 00Y4aIOIIUXCsl, 4aC
o/ JMcnumHbI C g KonTakTHas padora CamocrosiTesb-
Bcero NpaKkTH4YeCKue Hasi paboTa
JIeKIUH
3aHATHSA 00y4aromuxcst

4. | Paznmen 1. 40 - 2 38

TpynoycTpoiicTso.

[TpodeccronanbHbIe

komnetreHimu. [Hoprdonno
5. | Paznmen 2. YcerHas 47 - 4 43

KOMMYHHKAIHS B

CUTYAIUIX JIeTIOBOTO

o0LIeHUS
6. | Paznen 3. [lucemennas 48 - 4 44

KOMMYHHKAIHS B

CUTYAIUSAX JIeTIOBOTO

oO0LIeHus
Bcero 135 - 10 125
JK3aMeH 9 - - -
Hroro 144 - 10 125

4.2. Coagepxanue pa3iejoB IUCHUININHBI

Paznea 1. Tpynoycrpoiicro. Ilpodeccuonanbubie komnerenunu. [lloprgoano

CocraBieHne aHKETbl M pE3lOME€ Ha HHOCTPAHHOM s3bIKE. YCTHOE cobOeceloBaHHE Ha
MHOCTPAaHHOM sI3bIKE TIpW npueme Ha paboty. [loaroroBka M mpe3eHTanus MpOoPecCHOHATHLHOTO
nopT¢h0oJIMO HA UHOCTPAHHOM SI3BIKE.

Pa3gen 2. YcTHasi KOMMYHHKAIUS B CHTYalUsIX 1€J10BOT0 001IeHUsI

Hawano nmenosoii Oecenpl, monstue «Breaking the ice». Bemenue nemnoBoii Gecenpl Ha
uHOCTpaHHOM si3blke. HeBepOanbHas xommyHukauust (Non-verbal communication). JlemoBsie
KOHTaKThl U MIPaBHIIa JETOBOrO OOIIEHUS Ha UHOCTpaHHOM si3bike. [lonsTe «A small talk» u ero
pUMEHEHHE B JIEJIOBOM OOIIEHUHM Ha MHOCTPAaHHOM si3bIke. [lenmoBbie Tene(OHHbIE TIeperoBOpsl Ha
uHocTpaHHOM si3bike (Telephone communication). JlemoBble BCTpeYyd M IEPETOBOPHI  Ha
nHOCTpaHHOM s3bike (Business meetings & negotiations).

Pa3nen 3. [TucbMeHHasi KOMMYHHKAIUS B CUTYal[UsIX /1€JIOBOT0 00IIEHUSI

Crpykrypa odurmansHoro nemoBoro nmuchma. ComepikaHue ¥ CTAIb ITMChbMa Ha HHOCTPAaHHOM
s3bIKe. TUTIBI IETIOBBIX TTHCEM.

4.3. IlpakTuyeckue 3aHATHS / 1a00paTOPHbIE 3aHATHSA
3anstue 1. TpynoyctpoiictBo. [Ipodeccuonansubie komnereHnuu. [oprdonno
3ansTue 2-3. YCcTHas KOMMYHUKAIUS B CUTYAIHSIX JI€JI0BOTO OOILIeHHUs
3anstue 4-5. [lucbMeHHass KOMMYHHKAIUS B CUTyalUsIX J€JI0BOT0 OOIIEHNUs

5. YueOHo-MeTOAMYecKkoe 1 MH(OPMAILHOHHOE 00ecredeHue U CIUTIIUHbI

5.1. OcHoBHas uTEpaTypa

1. Ponpraiizep, A. A. English : Fundamentals of Business Communication = AHrnuiickuii
SI3BIK: OCHOBBI JIETIOBOTO OOIIeHUs : yueOHoe mocodue : [16+] / A. A. Pombraiizep, A. A. PeceHuyk ;
KemepoBckuii rocynapcrBeHHslii yHuBepcuter. — KemepoBo : KemepoBckui rocyaapcTBEHHBIHM
yHuBepcurter, 2022. — 162 c. : ui., Tabmn. —

URL: https://biblioclub.ru/index.php?page=book&id=702299



https://biblioclub.ru/index.php?page=book&id=702299

2. ®okuHa, O. A. AHIIHMHACKUHR A3BIK B cepe 1eT0BO KOMMYHUKAIUH : yueOHOe rocodue /
O. A. ®okuna, U. A. I'pebennukoBa ; [Ipuamypckuii rocynapcTBeHHbIN yHUBepcuTeT uM. [lonom-
Aneiixema. — bupobumkan : [lpumamypckuii rocymapcTBeHHBIH yHuBepcuteT umenu Lllomom-
Axneiixema, 2023. — 109 c. : ui. —
URL: https://biblioclub.ru/index.php?page=book&id=702859
5.2. lonoTHUTEIbHAS JIUTEPATypPa
1. Xpamuenko, B. E. JlenoBoe obmienne ¢ 3apy0ekHbIMU MapTHEPaAMU : yadeOHOE mocodue :
[16+] / B. E. Xpamuenko. — Kemeposo : KemepoBckuii rocyaapcTBeHHbIN yHUBEpcUTeT, 2013. — 110
c. — URL: https://biblioclub.ru/index.php?page=book&id=232400
2. Yuruna, H. B. [lenoBoe o0iieHne Ha HHOCTPAHHOM S3bIKE : yueOHoe mocobwue : [16+] /
H. B. Yuruna, E.TI'. byxBanoBa, C. B. Ceipeckuna ; CamapcCkuil TOCyJapCTBEHHBIN arpapHbIi
yHuBepcureT. — Kunens : Camapckuil rocyiapcTBeHHbIN arpapHblidi yHuBepcurert, 2020. — 113 c. —
URL: https://biblioclub.ru/index.php?page=book&id=611425
5.3. JIulieH3MOHHOE MPOrpaMMHoe odecrevyeHne
1. Microsoft Windows 10 Pro
2. Microsoft Office 2007
5.4. CoBpemeHHble mpodeccHOHATBbHBIE 0a3bl JAaHHBIX W HMHGOPMAIUOHHBbIE
CIIPaBOYHbIE CHCTEMBI
1.®enepanbHblli  00pazoBarenbHbId  TOpTan «OkoHoMHKA. Corumosiorus. MEHEIKMEHT»
http://ecsocman.hse.ru
. AIMUHUCTpATUBHO-yIIpaBlieHUYeCcKHil moprtan http://www.aup.ru/
. OBC «YHuBepcuteTckas Oubnuoreka onnaitn» https://biblioclub.ru/index.php
. Hayunas snekrponnas 6ubnuoreka http://www.elibrary.ru
. Poccuiickas HanmonanpHas 6ubnmoreka http://www.nlr.ru
. Poccwuiickas rocynapctBenHas 6ubnuoreka http:/www.rsl.ru
. DIeKTpoHHO-O0nbMMoTeuHas cucrema «Jlaup» https://e.lanbook.com
. OdunanbHbIN HHTEPHET-TIOpTaN IpaBoBoK MH(OpMaruu http://pravo.gov.ru
. Hayunas snekrponnas 6ubnuoreka «KubepJlenunkay» https://cyberleninka.ru/
10.KomnbrorepHbie uH(OPMaIMOHHO-TIPABOBHIE CUCTEMBbI «KoncynbpTanT»
http://www.consultant.ru, «["apanT» http://www.garant.ru
11.baza  aHTIO-pyCCKUX, PYCCKO-aHIIMMCKUX W  aQHTJIMICKUX  TOJNKOBBIX  CJIOBapei
http://www.diclib.com/
12. Pyccko-aHrnuiickue cioBapH Ha «Akagemuke» https://dic.academic.ru/
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6. MaTrepuaibHO-TEXHHYECKOe o0ecneyeHne I CHUIIUHbI

1. JIeknmoHHas ayIuTOpHs, ay TUTOPUS JUIsl TPYIIIOBBIX U WHIMBHUYaJIbHBIX KOHCYJIbTALlUM,
OCHAIIIEHHasi KOMIUJIEKTOM MeOenu Juis yd4eOHOro mporiecca, y4eOHON JOCKOM, MepCOHaIbHBIM
KOMIIBIOTEPOM, TJIA3MEHHOM MaHEebIO.

2. AynuTopus 1S IPOBEIECHUS MPAKTUYECKUX M CEMUHAPCKUX 3aHATUH, TEKYILIEr0 KOHTPOJIS
U TPOMEXYTOYHOW aTTeCTalluM, OCHAIEHHass KOMIUIEKTOM MeOenu A y4deOHoro Imporecca,
yueOHOI TOCKOH, epCOHATBLHBIM KOMITBIOTEPOM, TIa3MEHHOW MaHEebIO.

3. Ayauropus sl CAMOCTOATEIbHOU pabOThl CTYIEHTOB, OCHAILIEHHAs! KOMIUIEKTOM MeOenn
Juis ydyeOHOro mpoliecca, yueOHOH OCKOH, NMepCOHaIbHBIMM KOMIIBIOTEPAMU C BO3MOXKHOCTBIO
MOAKITIOUEHUS K ceTH «ITHTepHeT» M TOCTYIOM K 3JIEKTPOHHON WH()OPMAITMOHHO-00pa30BaTeILHOM
cpene YHHUBEPCUTETA.

7. MeToau4yecKue PEKOMEHAAIUHA IO OPraHu3aliuu U3yYCHUA TUCHUIIJIMHBI

7.1. MeToan4ecKkHe peKOMEHIAIUH MPENoAaBaTe 0
JlanHbI pasznmen HacTosmed pabodeil mporpaMMbl MpeTHA3HAYCH ISl HAYWHAFOIIMX
HpGHOI[aBaTeJIGI\/'I U CICHUATIUCTOB-IPAKTUKOB, HC UMCIOIIUX OIIbITa HpeHOHaBaTGHLCKOﬁ pa6OTI>I.
Juctunmuaa «MHOCTpaHHBIM  A3bIK  TIPO(ECCHOHATBLHOTO  OOIIeHUs» (OPMHUPYET Y
oOyuyaromuxcs komnereHuo YK-4. B ycrnoBusx KoHCTpyHpoBaHHusS 00pa30BaTENbHBIX CUCTEM Ha
IOPUHLIMIIAX KOMIIETEHTHOCTHOTO TOJXOAa NPOU30ILIO KOHIIENTyalbHOE W3MEHEHHE pOJU
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MperoaaBaTeis, KOTOPbIi, HapsIy ¢ TPAAUIIMOHHON POJIBIO HOCUTES 3HAHHH, BBITIOTHSET (YHKITUIO
OopraHu3aTopa Hay4YHO-TIOMCKOBOW pabOTHl 00yUaromerocsi, KOHCYJbTaHTa B MPOIeaypax BbIOOpa,
00paboOTKM ¥ WHTEpIpeTanud WHPOPMAIMH, HEOOXOAMMOW IJsi MPAKTUYECKOrO JCUCTBHUS U
JTAIBHENIIET0 Pa3BUTHSI, YTO JIOJDKHO 00SI3aTENIbHO YUUTHIBATHCS MPU MPOBEICHUH JIEKIIMOHHBIX U
MPAKTUYECKHUX 3aHATUH 10 AuciuiuinHe « MHOCTpaHHBIH S3bIK TPO(ECCHOHATLHOTO OOIICHUS.

[IpenogaBanue TeopeTUdeckoro (JEKIMOHHOI0) Martepuaia no aucuuiuimie «MHocTpaHHbI
S36IK  IPO(ECCHOHATBHOTO OOLICHHS» OCYIIECTBISETCS Ha OCHOBE MEXAUCHUILUIMHAPHON
MHTETpalMi U YETKUX MEXIUCIMILUIMHAPHBIX CBA3€il B paMkax oOpa3oBaTelbHOI MporpamMmbl U
y4eOHoro rana o HanpasieHuto 44.04.01 [Tenarornueckoe obpazoBaHue.

[TonpoOHOE coaep)aHUE OTICIBHBIX pa3[eNoB TUCHUIUIMHBI «VIHOCTpaHHBIN  S3BIK
npodeccuoHanbpHOro O0IIEHUs» paccMaTpuBaercs B 11.4.2 paboyeil mporpaMmsl.

MeTtoauka onpeeneH st U”TOTOBOTO CEMECTPOBOIO PEUTHHTA 00YYaIONIErocs MO TUCIHUILIIMHE
«HOCTpaHHBI S3BIK MPOQPECCHOHAIBHOTO OOIIeHUs» TmpeacTaBieHa B cocraBe POC 1o
JUCLHUIUIMHE B I1.8 HACTOsIIEH pabodell IporpaMMBl.

[TpumepHbie TeMbl pedepaToB W BapHAHTHl TECTOBBIX 3aJlaHUM Ji1 TEKYIIEr0 KOHTPOJS U
IepeyeHb BOIPOCOB K 3K3aMEHY MO0 JUCUUIUIMHE npezacTasieHbl B coctrae ®OC no aucuuIinHe B
1.8 HacTosmel paboyeii mporpaMmel.

[lepeueHr OCHOBHOM ¥ JOIMOJHUTEIBHOW JIUTEPATYphl M HOPMATUBHBIX JOKYMEHTOB,
HEOOXOJUMBIX B XOJI¢ MpernofaBaHus AUCUUILINHBI «HOCTpaHHBIA A3BIK MPOGECCHOHATHHOTO
oOuieHus», NpuBeNeH B 1.5 Hacrosauiel paboueld nporpammel. llpenopaBarento cremyer
OpPUEHTUPOBATH OOYYAIOIINUXCS HA UCIIOJIb30BaHUE MIPH MOJATOTOBKE K MPOMEXKYTOUHOM aTTecTaluu
OPUTMHAJILHON BEPCUU HOPMATUBHBIX JIOKYMEHTOB, JCHCTBYIOIIUX B HACTOAIIEE BPEMS.

7.2. MeTtoanyeckue yKa3aHus 00y4a0IIMMCs

[Tonyyenue yriayOneHHbIX 3HAaHUNH 0O JUCUMIUIMHE JOCTUIAaeTCsl 3a CYeT aKTUBHOU
CaMOCTOSITENIbHOW paboThl 0Oydarommxcs. Beinensempie 4achl 1e1eco00pa3Ho MCIIONb30BaTh IS
3HAKOMCTBA ¢ y4e€OHOH M Hay4yHOW JUTEepaTypoil Mo mpolieMaM AMCLUUIUIMHBL, aHAJIN3a Hay4YHbBIX
KOHIIEITIIHA.

B pamkax QUCHMIUIMHBI IPEIYCMOTPEHBI pa3indyHble (POPMBI KOHTPOJIS YPOBHS JTOCTHUKEHHUS
00yJaromuMUCs 3asBICHHBIX HHIUKATOPOB OCBOSHHS KOMIIETeHINI. DopMa TeKyIIero KOHTPOJIsS —
aKkTUBHas paboTa Ha NPAKTUYECKUX 3aHATUAX, MOJATOTOBKa pedepaTa, TectupoBaHue. Dopmoit
POMEKYTOYHOTO KOHTPOJS IO JAaHHOW IUCIMIUIMHE SBISIETCS 5K3aMEH, B XOJIe KOTOPOTO
OLICHUBACTCA YpPOBEHb JIOCTHXKEHUS OOYdYaIOUIMMHUCS 3asBJICHHBIX WHAMKATOPOB OCBOEHUS
KOMITETEHIIHH.

Mertoanyeckue yka3zaHHs 10 OCBOSHUIO JIUCIUIIINHBI.

JICKIIMOHHBIE 3aHATHUS TPOBOJAATCS B COOTBETCTBHU C COJEpKAHWEM HACTOSIICH pabodeit
pOTpaMMbl U IPEACTABISIOT COO0M N3TI0kKEHUE TEOPETUUECKUX OCHOB TUCIUITIIMHBI.

[MTocemenne TEKIMOHHBIX 3aHATHH SIBIISIETCS] 00S3aTEITHHBIM.

KoHcniekTupoBaHue JEKIMOHHOTO MaTepuajia JOMyCKaeTcss Kak IHCbMEHHBIM, TakK U
KOMIIBIOTEPHBIM CIIOCOOOM.

PerynspHoe moBTOpeHHE Marepuana KOHCHEKTOB JIEKIUHM MO KaXIOMy pas3/iely B paMmKax
MOJTOTOBKH K TEKyIUM (opMaM aTTeCTAllUH IO JUCIUIUINHE SIBIISIETCS OJHUM W3 BaXKHEUIIIHX
BUJIOB CAMOCTOSITEIbHOM pabOoThl CTYACHTA B TEUYCHHE CEMECTpa, HEOOXOIUMMOM ISl KaUeCTBEHHOM
MOJITOTOBKH K TTPOMEKYTOUHON aTTECTAIMU TI0 JUCITUTITNHE.

[IpoBenenne  OpakTUYECKUX  3aHATUH 1o  jaucuuminHe  «VHOCTpaHHBIH  S3BIK
pohecCHOHANBHOTO OOIEHNUs» OCYILIECTBISIETCS B ClaeAyomuX Gopmax:

— aHaJu3 MpaBoBO 0a3bl;
— OIpoC IO MaTepuajlaM, PAaCCMOTPEHHBIM Ha JEKLUUAX M H3YYEHHBIM CAMOCTOSATEIBHO IIO
PEKOMEHIOBaHHOW JIUTEPATYpE;
— aHaJu3 M 00CYKICHUE MPAKTHUECKUX CUTYAIMi IO TeMaM.
[Tocemenne npakTHUECKUX 3aHATHI U aKTUBHOE Y4aCTHE B HUX SIBISIETCS 0053aTEIIbHBIM.
[ToaroToBka K MpakTUYECKUM 3aHATHIM 0053aTENIbHO BKIIOYAET B c€0s N3yYEeHUE KOHCIIEKTOB
JICKIIMOHHOT'O MaTepualla ¥ PeKOMEHIOBAaHHOM JINTEPATyphl Ui aeKBaTHOIO TIOHUMAaHUS YCIOBHS
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U crioco0a perieHusl 3aJaHni, 3alIaHUPOBAaHHBIX MPEMoAaBaTelieM Ha KOHKPETHOE MPAKTHUIECKOe
3aHATHE.

MeToamueckre  yKa3zaHHMs  II0
CaMOCTOATENLHOM padOThI

HM3yuenne OCHOBHOW M JIONOJHHUTESIBHON JUTEpATYphl, a TaKXKE¢ HOPMATHBHO-IIPABOBBIX
JIOKYMEHTOB IO JUCHUUIUIMHE MPOBOJUTCS HAa PEryJISiPpHONM OCHOBE B pa3pe3e KaKIOro pasjeia B
COOTBETCTBUU C MPHUBEICHHBIMH B 1.7 pabodeil mporpaMmbl PEKOMEHIAIUSAMU ISl TIOJTOTOBKHU K
MIPOMEKYTOYHOM aTTeCTaluu 1o JucuuruinHe «MHoCTpaHHBIH S3BIK  MPOGECCHOHATBHOTO
obmenus». CHUCOK OCHOBHOW M JOMOJIHUTEIBHOW JIUTEPATypbl U 00s3aTEIbHBIX K H3YUYEHHUIO
HOPMAaTHUBHO-TIPABOBBIX JIOKYMEHTOB 10 AWCIMIUIMHE TIPUBEACH B 1.5 Hacrosimeld pabodeit
nporpammbl. CreayeT oOTaaBaTh MPEANOYTEHUE U3YYCHUIO HOPMATHBHBIX JIOKYMEHTOB IO
COOTBETCTBYIOILIUM pa3jieslaM JUCUUIUIMHBI 10 CPABHEHUIO C UX aIallTUPOBAHHOM MHTEPIPETALUEH
B y4eOHOM JTUTEpaType.

MeToamueckre yKa3aHus 10 MOJATOTOBKE K IMPOMEKYTOUYHOM aTTECTAIIUH

[IpoMexyTouHas arrecTalus MO AUCHUIUIMHE «MHOCTpaHHBIN S3bIK MPOdeccHOHAIBHOTO
oOmieHus» mpoxoauT B Qopme 3k3ameHa. [IpuMepHBIA MepevyeHb BOMPOCOB K 3K3aMEHYy II0
qucuurinHe « THOCTpaHHBIA SA3BIK MPO()ECCHOHATBLHOTO OOIICHMS» W KPUTEPUU OIIEHKH OTBETa
oOyyaromerocs Ha OK3aMEHE IS 1eJed OIEHKH JOCTH)KCHHS 3asBICHHBIX WHIUKATOPOB
c(hOpMUPOBAHHOCTH KOMIIETCHIIMU TpuBeAcHBI B coctaBe POC mo IUCHUILIMHE B I1.8 HACTOSIIEH
paboyeil mporpaMmsl.

OOyyaromuiicst JOMycKaeTcsl K MPOMEKYTOYHOM aTTeCTalluu 110 JUCHUILTUHE HE3aBUCHUMO OT
pEe3yJIbTAaTOB TEKYIIETO KOHTPOJIS.

BBITTOJTHCHHUIO Pa3IMYHbIX (bODM BHC&VHHTODHOﬁ

8. DoHJ 01LIEHOYHBIX CpeaCTB IO TUCHUIIJIUHE

8.1. Ilepeyenb KoOMIEeTEeHUMH ¢ yKa3aHUeM 3TanoB ux (GopMHpPOBaHHMS B Ipolecce
OCBOCHUS JMCUUILIMHBL. DOPMBI KOHTPOJIA (POPMHUPOBAHUSA KOMIIETEH NI

Kon u NuaukaTopbl JOCTHKEHU S JTansl
HAHMEHOBaHUe KOMIIeTeHI[UH dopma ¢popmupoBanus
KOMIIeTeHIIH KOHTPOJIfAA (pa3neant

JMCHUNJIMHBI)
VYK-4 Criocoben NVYK-4.1. VYcranasnuaer u | IIpomexyTounsii
MIPUMEHSATH pa3BuBaeT mpodeccuoHaIbHbIE KOHTPOJIb:
COBPEMEHHBIE KOHTAKTBhI, OCYILECTBIISIET 3K3aMEH
KOMMYHUKATHBHBIE aKaJIEMUYECKOE u Tekymmit
TEXHOJIOTMH, B TOM npodeccuoHanbHOe KOHTPOJIb:
quciIe Ha B3aMOJICHCTBHE C OmpocC Ha
WHOCTPaHHOM(BIX) MPUMEHEHUEM  COBPEMEHHBIX | MPAKTHUUYECKUX
s3pIKe(ax), AJIs KOMMYHHUKATHBHBIX 3aHATHUSX;
aKaJIeMHYECKOro 1 TEXHOJIOTHI, B TOM YHCJIE Ha pedepar;
MpOECCHOHAIIBHOTO | MHOCTPAHHOM SI3BIKE. TECTUPOBAHUE
B3aWMOJICVICTBHUS NYK-4.2. Cocrasinser u

pEIaKTUPYET JOKYMEHTAIUIO C

LIENTBIO obecreyeHust
aKaJIeMHYECKOro u
npodeccHnoHaTBEHOTO

B3aMMOJICHCTBHUS, B TOM YHCIIE
Ha UHOCTPAHHOM SI3BbIKE.
NYK-4.3. JleMoHCTpHpYyET
KOMMYHUKATUBHYIO
KOMIIETEHTHOCTh B YCJIOBHSX
HAay4YHO-UCCJIEA0BATEIbCKON U
MIPOEKTHOM  NIESITEJIbHOCTH U

Paznemnsr 1-3




IIPE3EHTALNY €€ Pe3yIbTaTOB Ha
pa3IMYHBIX Iy OJINYHBIX
MEPOIPUATHSIX, BKJIFOYAst
MEXIyHapOAHbIE, B TOM YHUCIE
Ha NUHOCTPAHHOM SI3BIKE.

8.2. [loka3aTesu 1 KpUTEPHH OLCHUBAHUS KOMIIETCHIUI IPH U3YYEeHHUH AU CHHUILIMHBI,
ONKMCAHME IIKAJ OLCHUBAHUS

8.2.1 Kpurepuu oueHKH 0TBeTa Ha IK3aMeHe

(bopmupoBanue komnerennuu Y K-4, uanukatop UYK-4.1, UYK-4.2, UYK-4.3)

«5» (0TIIMYHO): OOYYAIOUINIiCS JEMOHCTPUPYET CUCTEMHBIE TEOPETUUYECKUE 3HAHUSA,
IPAaKTUYECKHE HABBIKHU, BJIA/IEeT TEPMUHAMH, JEJIaeT apIryMEHTUPOBAHHbIE BBIBOJIbI U 000OLICHHUS,
NPUBOAUT TPUMEPHI, MMOKA3bIBAET CBOOOJHOE BIIQJICHUE MOHOJOIMYECKOW PEUbI0 U CIIOCOOHOCTD
OBICTPO pearupoBaTh Ha YyTOUHSIOLINE BOIPOCHI.

«4» (xopomio): o0OyyaroUMiicss JAEMOHCTPUPYET NPOYHbIE TEOPETHUUYECKUE 3HaHMS,
NPaKTUYECKHE HABBIKH, BJIaJIeeT TEPMUHAMH, JEJIaeT apIryMEHTHPOBAaHHbIE BBIBOJIBI U 0000LICHHUS,
IPUBOJIUT IPUMEPHI, MOKa3bIBa€T CBOOOJHOE BJIAJICHME MOHOJIOIMYECKOM peublo, HO IpPU ITOM
JIeNIaeT HECYIeCTBEHHbIE OLIMOKHM, KOTOpble OBICTPO HCHPABISET CAMOCTOSTEIbHO WM IpU
HE3HAYUTEJIbHON KOPPEKIUU IPETIOJABATEIIEM.

«3» (YIOBJIeTBOPHUTEIbHO): O0y4YaroOLIUiics JAEMOHCTPUPYET HErinyOOKHe TeopeTHYecKue
3HAHUS, TPOSBISAET CiNa00 CPOPMHPOBAHHBIC HABBIKA AaHAJIM3a SIBICHUH W TPOILECCOB,
HEJ0CTaTOYHOE YMEHUE JEJIaTh apryMEHTUPOBAHHBIE BHIBOJBI U IPUBOJIUTH IIPUMEPSHI, IIOKa3bIBACT
HEIOCTaTOYHO CBOOOJIHOE BIAJEHHE MOHOJOTMYECKOHW pPEUYbl0, TEPMHHAMH, JIOTUYHOCTHIO U
[OCJIEI0BATEIbHOCTBIO M3JI0KEHUS, JAeNaeT OIIMOKU, KOTOpble MOXKET HCIPAaBUTh TOJBKO IPU
KOPPEKLNHU ITPENOIABATEIIEM.

«2» (Hey/10BJIeTBOPHUTEIbHO): OOydJaOUIMNCA NEMOHCTPUPYET HE3HAHUE TEOPETUUYECKUX
OCHOB IpEJMETa, OTCYTCTBUE NPAKTHUECKUX HABBIKOB, HE YMEET JellaTh apryMEHTHpPOBaHHbBIE
BBIBO/IbI U IPUBOJMTH MIPUMEPHI, TOKAa3bIBAET Cl1a00e BiIaleHNEe MOHOJIOTHUECKOH peublo, HE BIIaJeeT
TEPMUHAMH, TNPOSBIAET OTCYTCTBHE JIOTMMHOCTH M IIOCJIEIOBATEIBHOCTH W3JIOKEHUS, JEIacT
OLIMOKH, KOTOpbIE HE MOMKET MCIPAaBUTh Ja)ke MPU KOPPEKIMU IperojiaBaTeieM, OTKa3blBaeTCs
OTBEYaTh Ha JIOMOJHUTENIbHBIE BOIIPOCHI.

8.2.2 Kpurepun oneHku padoThl 00y4yaomerocss HA NPAKTHYECKNX 3aHATHAX

(popmupoBanue komnereniun YK-4, unnukarop MYK-4.1, UVK-4.2, UYK-4.3)

«5» (OTJIMYHO): BBHINOJHEHBI BCE MPAKTUYECKUE 3aJaHHsi, MPEITyCMOTPEHHBIE
NPaKTUYECKUMHU 3aHATUAMH, 0Oydarouuiics 4eTko u 0e3 OomMOOK OTBETHJI Ha BCE KOHTPOJIbHBIE
BOIPOCHI, aKTUBHO pabOTall Ha MPAKTHUYECKUX 3aHATHUSAX.

«4» (X0po1110): BBIIIOJIHEHBI BCE PAKTUYECKUE 3a/1aHUs, IPEAYCMOTPEHHBIE IPAKTUUECKUMU
3aHATUAMHU, OOYYAIOIIUNCS C KOPPEKTUPYIOLIIUMHU 3aMEYaHUSIMU IpernojaBaTelis OTBETHJI Ha BCe
KOHTPOJIbHBIE BOIIPOCHI, JOCTATOYHO aKTUBHO pab0Tal Ha MPAKTUYECKUX 3aHATHUSAX.

«3» (y10BJIeTBOPHUTEJBHO): BBIOJHEHbI BCE MPAKTHUECKUE 3aJaHUsl, MPEIyCMOTPEHHBIE
NPaKTUYECKMMHU 3aHATHSAMHM C 3aMEYaHUsIMH TpernojaBarens; oOydaroluiics OTBETWI Ha BCe
KOHTPOJIbHBIE BOIIPOCHI C 3aMEYaHUSIMHU.

«2» (Heya0BJIETBOPUTEIBHO): 00yYaIOUINiiCsS HE BBIIOIHMUI MM BBIIOIHUI HEMPABUIBLHO
MPAKTUYECKHE 3aJIaHus, IPEAYCMOTPEHHbBIE MPAKTUUECKUMHU 3aHATUAMU; 00y4JaroIUiicsi OTBETUI Ha
KOHTPOJIbHBIE BOIIPOCHI C OIIMOKAaMH WJIM HE OTBETUJI Ha KOHTPOJIbHBIE BOIPOCHI.

8.2.3 Kpurepun onenku pedepara

(bopmupoBanue komnerennuu Y K-4, uanukatop UYK-4.1, UYK-4.2, UYK-4.3)

«5» (oTIM4HO): TeMa pedepaTta akTyalbHa U PaCKpbITa MOJHOCTBIO; pedepaT MoAroTOBICH
B YCTaHOBJICHHBIH CPOK; 0()OpMIICHUE, CTPYKTYypa U CTHIJIb M3JIOKEHUS pedepara cOOTBETCTBYIOT
IpeIbABISEMBIM TPEOOBaHHUAM K O(OPMIICHHUIO JOKYMEHTA; pedepar BBIINOIHEH CAMOCTOSITEIBHO,



NPUCYTCTBYIOT COOCTBEHHBIE O0O0OOILICHMS, 3aKIIOYEHHs M BBIBOJBI; IOATOTOBIEH JOKJIAN,
u3jaraeMblii 6€3 UCIOIb30BaHUs OIIOPHOI'O KOHCIIEKTA.

«4» (xopomo): Tema pedepara akTyaJabHa, HO pacKpbelTa HE IOJHOCTBIO; pedepaT
HOJTrOTOBJIEH B YCTAHOBIEHHBIH CPOK; O(opMIIeHHE, CTPYKTypa M CTHJIb H3JIOXKEHHs pedepara
COOTBETCTBYIOT INPEIbSIBIIEMbIM TPEOOBAHUSAM K O(GOPMIICHHIO JOKYMEHTa; pedepar BBINOIHEH
CaMOCTOSITENIbHO, MIPUCYTCTBYIOT COOCTBEHHBIE 0000IIEHUS, 3aKIFOUEHHS U BBIBOJIbI; IIOJTOTOBJIECH
JOKJIaJI, U3J1araéMblii ¢ UCIIOJIb30BAHUEM OIIOPHOI'O KOHCIIEKTA.

«3» (YnoBJeTBOpHTEIbHO): TeMa pedepara akTyalbHa, HO PAcCKpbiTa HE MOJHOCTbHIO;
pedepar MOArOTOBIEH C HapyILIEHUEM YCTAHOBJIIEHHOIO CPOKa HpPEICTaBICHUS; OQOpMIICHHE,
CTPYKTYpa M CTHJIb W3JIOXKEHHUs pedepaTa HE B IMOJHOM Mepe COOTBETCTBYIOT NPEAbABISECMBIM
TpeOOBaHUAM K O(POPMIICHHUIO TOKYMEHTa; B L1€JI0M pedepar BBINOIHEH CAMOCTOSTEIbHO, OJHAKO
OYEBH/IHO HAJIMYME 3aMMCTBOBAHMM 0€3 CCHIJIOK Ha MCTOYHHMKH; TIOJTOTOBJIEH JIOKJIAJ, N3JIaracMbli
C MCII0JIb30BaHUEM OIOPHOI'O KOHCIIEKTA.

«2» (HeylOBJIETBOPUTEJIBHO): TeMma pedepara axkTyanbHa, HO HE pAaCKphITa; pedepar
HOJrOTOBJIEH C HAapYLIEHWEM YCTAaHOBJIEHHOTO CpOKa IpeACTaBieHUs; oopMIIEHHE, CTPYKTypa U
CTWJIb U3JI0XKEHHsI pedepaTa HE COOTBETCTBYIOT IPENBSABISEMBbIM TPEOOBAHUAM K O(OPMIICHHUIO
JIOKYMEHTa; B pedepaTe OUEBHIHO HAIMYME 3HAUUTEIIbHBIX 00BEMOB 3aMMCTBOBaHMI 0€3 CCHUIOK Ha
VCTOYHUKU; JOKJIAJ] HE MTOJITOTOBJIEH.

8.2.4 Kputepuu oueHKH TeCTUPOBAHMS
(popmupoBanue komnerenuun YK-4, unaukatop UYK-4.1, UYK-4.2, UYK-4.3)

KomnbroTepHoe TECTHMpOBAaHUE OLIEHUBACTCS B COOTBETCTBUU C IPOLIEHTOM IPaBHIbHBIX
OTBETOB, JAHHBIX CTYJIEHTOM Ha BOTIPOCHI TECTA.

CranpapTHas 1IKajJa COOTBETCTBUS  PE3YJbTATOB  KOMIIBIOTEPHOTO  TECTUPOBAHMS
BBICTaBJIIEMOI 0aNIbHOH OLIEHKE:

—  «OTJINYHO» - CBbIIIE 85% MpaBUIIbHBIX OTBETOB;

— «xopomo» - oT 70,1% 1o 85% npaBuIbHBIX OTBETOB;

—  «ynoBieTBOpUTENbHOY» - OT 50,1% 10 70% mpaBHIIBHBIX OTBETOB;

— ot 0 10 50% npaBUIBHBIX OTBETOB — «HEYAOBIETBOPUTEIHHO
CraHzapTHBINA peryiaMeHT TECTUPOBAHUS BKJIIOYAET:

— KOJMYecTBO BompocoB — 30;

— TPOAOKUTEIBHOCTh TECTUPOBaHUS — 60 MUHYT.

«5» (OTJIMYHO): TECTUPYEMBI IEMOHCTPUPYET CUCTEMHbIE TEOPETUYECKHE 3HAHUS, BIIaIeeT
TepMUHAMHU U 00J1aJ]ae€T CIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOMPOCH TecTa. O0yJaromuiics:

«4» (X0po1I0): TECTUPYEMBIIl B LIEJIOM JIEMOHCTPUPYET CUCTEMHBIE TEOPETUYECKHE 3HAHUS,
BJIa/ieeT OOJBIIMHCTBOM TEPMHHOB M O0JIaJIa€T CIOCOOHOCTBHIO OBICTPO pearupoBaTh HAa BOIPOCHI
TecTa.

«3» (YHOBJIETBOPUTEJILHO): CHCTEMHBICE TEOPETUYECKHE 3HAaHUS Y TECTUPYEMOTO
OTCYTCTBYIOT, OH BJIaJIe€T HEKOTOPHIMH TEPMHUHAMM M Ha BOINPOCHI T€CTa pearupyer J0CTATOYHO
MEJIJICHHO.

«2» (HeyI0BJIETBOPHUTEJIbHO): CHUCTEMHbBIE TEOPETHUECKHE 3HAHHUA y TECTHPYEMOTro

OTCYTCTBYIOT, TCpMHHOJ’IOFHCﬁ OH HC BJIAACCT U HA BOIIPOCHI TECTA pCarupyecTt MCAJICHHO.

8.2.5. Hrorosoe coorBercTBHe OAJIBHOH IIKAJAbl OLEHOK W  YPOBHeH

¢opMHPOBAHHOCTH KOMIIETEHIMH 10 TUCIHHMILVIHHE:

YpoBenb
copMupoBaHHOCTH Ouenka [osicHenune
KOMIICTCHIINH

TEOPETHUIECKOE CONep)KaHUe W MPAKTHUECKHUE HABBIKU II0
JTUCITUILTAHE OCBOCHBI MTOJIHOCTHIO;

Bricokuii «“» BCE IMPEIYyCMOTPEHHBIC MPOTPaMMOil 0OydeHUs yueOHBIC

(oTmiramo) 3aJjaHus BBHITIOTHEHBI HA BEICOKOM YPOBHE;

KOMITETEHIIMU cQOPMUPOBAHBI




TEOPETUYECKOE COJICPIKAHUC U MPAKTUYCCKUE HABBIKU I10
JICIIMIUINHE OCBOCHBI MTOJTHOCTHIO;

BCE IPEIyCMOTPEHHBIE MPOTpPaMMOil oOydeHUs y4ueOHbIe
3aJIJaHUs BBITIOJHEHBI C HE3HAYUTEILHBIMU 3aMEYaHUSIMU;
KOMITETEHIIMU B IIEJIOM C(HOPMHUPOBAHBI

TEOPETUIECKOE COJICPIKAHNE U TIPAKTHYECKHE HABBIKH I10
JUCIIUTUIMHE OCBOEHBI YaCTUYHO, HO MPOOENbl HE HOCST
Y noBneTBopu- «3» CYLIECTBEHHOTO XapaKkTepa,

TEIbHBII (YIOBIETBOPUTENHHO) |OONBIIMHCTBO MPEAYCMOTPEHHBIX MPOrpaMMOn 00ydeHUs
y4eOHBIX 3a/1a4 BHIIMOIHEHO, HO B HUX UMEIOTCS OITHOKY;
KOMIICTCHIIUY C(OPMUPOBAHBI YACTUIHO
TEOPETUYECKOE COACP)KAaHHE U MPAKTUYECKUE HABBIKU MO
JUCIIUTUIMHE HE OCBOCHBI;

OOJIBITMHCTBO MPEIYCMOTPEHHBIX MPOTpaMMoi 00yUeHHS
Y4eOHBIX 3a/laHuil MO0 HE BBIMOJHEHO, JIUOO COJCPIKUT
rpyObIe OIIHOKH;

JIOTIONTHUTENBHAS ~ CaMOCTOSATENIbHAs ~ paboTa  Hax
MarcepuajioM HE IMPHUBOAUT K KaKOMy-JII/I6O 3HAYUMOMY
IIOBBINICHUIO Ka4€CTBA BBITIOJIHCHUA y‘IC6HLIX 33HaHHI71;
KOMITETEHIIMU HE C(hOPMUPOBAHBI

«4dy

Cpennamit (xopotio)

Heynosnersopu- «2»
TEJIbHBII (HEey IOBIIETBOPUTEIILHO)

8.3. Meroauyeckue MaTepuabl (TUNOBble KOHTPOJIbHbIE 3aJaHUS), ONpeae/siionue

pe3yJabTaThl 00y4eHUs M0 JMCUHUILIHHE, COOTHECEHHbIE ¢ HHAMKATOPAMH J0CTHKEHUS

KonTponbHble 3a1aHus, TpUMEHsSEeMbIe B paMKaX TEKYIIEro KOHTPOJS U MPOMEKYTOYHON
aTTeCTallMy MO JUCUUIUIMHE, HOCIT YHHUBEPCAIbHBIN XapaKkTep U MPeaycMaTpPUBaIOT BO3MOXKHOCTh
KOMILUIGKCHOM OIICHKM BCEro HaOopa 3asBICHHBIX I10 JIAHHOW JHUCIMIUIMHE WHIUKATOPOB
c(hOpMUPOBAHHOCTH KOMIIETCHITUH.

8.3.1. Tekymuii KOHTPOJIb (Pa00TAa HA NPAKTUYECKUX 3AHATHAX)
(popmupoBanue komnerenuun YK-4, unaukatop UYK-4.1, UYK-4.2, UYK-4.3)

IIpuMepsl 3aJaHNH 1JIA NPAKTHYECKUX 3aAHATHI

Pa3nea 1. Tpynoycrpoiictso. IIpodeccuonanbubie komnerenuun. loprdouano
3aoanue 1. Make a list of items that should be included in a resume.
3aoanue 2. Read and translate the following text:

Tips for a Resume

The resume should show the applicant’s strong communication skills and abilities so that he
or she can create good relationship with people. The resume should be based on facts concerning your
achievements.

Information about Name and Contact: includes the basic information like name, surname,
address, telephone number and E-mail address.

Resume Objective: is a specific statement that includes your career goals and aims.

Education: contains information such as major degree, date of graduation, universities you
have attended, location of universities and any certificates achieved concerning the job you have
applied for (in chronological order).

Skills: you can mention your strengths and positive points to make your resume excellent.

Experience: contains your previous work experience. You should mention the full name of
your previous company, your job title and job description.

3aoanue 3. Fill in your own Resume form.
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3aoanue 4. Read possible job interview answers and complete them with appropriate
questions. Give your answers to these questions bearing in mind the recommendations given

1. Question:

Answer: I graduated from University in May 2022

2. Question:

Answer: Yes, | have had some work experience. I worked for a year in the Finance
Department.

3. Question:

Answer: I have heard a lot about your company and feel that I could learn a lot if I worked
here.

4. Question:

Answer: I enjoy working with people. In my last position, I worked on a project with other
people and we shared the responsibilities well.

5. Question:

Answer: [ would like to gain some experience and then go on to do an MBA

6. Question:

Answer: I speak English and a little Chinese. I am also competent with Microsoft Office.

7. Question:

Answer: [ am reliable and responsible.

3aoanue 5. Work in pairs and role play an interview. You may use questions enlisted below.

— Describe yourself in one word.

— What are your future career plans?

— Why did you choose our company?

— What courses did you like best? Least?

— What qualifications do you have that make you feel you will be successful in
— your area of interest?

— What have you learned from some of the jobs you had?

— What type of people do you like best?

— What type of people would you have trouble working with?

— What is your greatest weakness?

— Do you like routine work?

— What constitutes “success” in your mind?

— What kind of things can give you the most satisfaction in your work?

3aoanue 6. Design the job advertisement on behalf of the company where you would like to
work after completing your Master’s course. See the plan:

1. A short introduction to the company (name, industry, place of work) and its logo (if
possible).

2. A short description of the open position (title, mission, function, type of contract, duration
of the contract...).

3. The required technical and behavioral skills.

4. The application deadline (and possibly the starting date).

5. The job's specifications.

6. The person in charge of the application process.

7. The mailing / e-mail address.

Pasnen 2. YcTHass KOMMYHHKANUSI B CHTYalUsIX /1€JIOBOT0 O0LCHUsI

3aoanue 7. Quiz: Breaking the ice
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7.1. You decide to attend an international conference. You have never attended such an event
before. What is your main reason for attending? Choose one option.

a. I’'m going to attend lots of presentations so I can keep up-to-date with developments in my
industry.

b. I’'m hoping to meet lots of interesting people — maybe some of them will be useful for my
future career.

c. I have a target of twenty people that I want to meet, so I can persuade them to buy our
products.

7.2. On the first evening, you attend a ‘welcome party’. You arrive in a large hall filled with
about 500 people. They all seem to be talking to each other in groups. There’s nobody that you
recognize. What do you do?

a. Go up to one of the groups, introduce yourself and ask if you can join them.

b. Go up to one of the groups and listen to the conversation. Maybe you can join in later.

c. Find where the food is being served and try to start a conversation with someone in the
queue.

d. Walk around the hall, pretending to be looking for someone. Avoid eye contact with other
people.

e. Turn around and go home.

7.3. At the conference party, which of these problems would be worse for you?
a. No-one wants to talk to you.
b. A really boring person wants to talk to you ... and you can’t escape from him/her.

7.4. Where is the best place to stand if you want people to talk to you?
a. In the middle of the hall.

b. By the wall.

c. Outside.

d. By the buffet / bar.

7.5. Which topics of conversation could you use to break the ice with someone?
a. How much you hate parties like this.

b. The conference.

c. Your work.

d. Sport.

e. The weather.

f. Politics.

g. How bad the food is.

h. Where you’re from.

3aoanue 8. Read these quotes carefully to make sure you understand all the words. Can you
guess the missing word in each quote?

1. "When people talk, listen completely. Most people never ." (Ernest Hemingway)

2. "To listen closely and well is the highest perfection we are able to attain in the
art of conversation." (Francois de La Rochefoucauld)

3. "T only wish I could find an institute that teaches people how to listen. Business people need
to listen at least as much as they need to talk. Too many people fail to realize that real goes
in both directions." (Lee lacocca, Former CEO Chrysler Corporation)

4. "Seek first to , then to be understood." (Stephen R. Covey, 7 Habits of Highly
Effective People)

5. "I would say that listening to the other person's may be the most important thing
I've learned in twenty years of business." (Heath Herber, Herber Company)

6. "When I left the dining room after sitting next to Mr. Gladstone, I thought he was the
cleverest man in England. But after sitting next to Mr. Disraeli, I thought was the cleverest
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woman in England." (A woman when asked her impression of the two English statesmen Benjamin
Disraeli and William Gladstone after dining with them.)
7. "How can you have charisma? Be more concerned about making others feel good about
than you are making them feel good about you." (Dan Reiland)
8. ” On my television show, I probably use this word more than any other. It’s the
greatest question ever asked and it always will be. And it is certainly the surest way of keeping a
conversation lively and interesting. (Larry King, How to Talk to Anyone, Anytime, Anywhere)

Here are the missing words: answer; interest; listen; questions; say; story; talks; understand.
3aoanue 9. Skim the text and answer the question “What is nonverbal Communication?”

The nonverbal way is the most commonly used communication medium in the world in
culture. Sometimes we may not know the exact name of those but we use them almost every time.
Nonverbal behaviors enjoy close to zero formality, however depending on the situation. Non-verbal
communication occurs without using any oral or written word. Instead of written or oral words, it
relies on various non-verbal cues like physical movements, tasks, colors, signs, symbols, signals
charts, etc. to express feelings, attitudes or information. Although no word is used in non-verbal
communication, it can effectively communicate many human feelings more accurately than verbal
methods of communication. Common types of nonverbal communication are; eye contact, facial
expressions, gestures, posture and body orientation, body language, touch, para-linguistic, silence.
Various non-verbal cues of the speaker like physical movements, facial expression, a way of
expression, etc. play an important role in expressing the inner meaning of the messages in face-to-
face conversation and interview. For example, the facial expression of the speaker indicates his
attitude, determination depth of knowledge, etc.

3aoanue 10. Match the words and their definitions.

a) movements of the arms, legs, hands, and head, deliberate body
movement because they express specific and intentional meaning.
b) Body movements that can convey meanings and messages. It may take

1. Eye contact

2. Para-linguistic two forms: unconscious movements and consciously controlled
movements

3. Facial c) the way you walk, talk, stand and sit.

expressions

d) occurs using any visual aids, it occurs through facial expression,
4. Body Language | personal appearance, gesture, posture, printed picture, sign, signal,
symbol, map, poster, slide, chart, diagram, graph, etc

e) significant non-verbal tools in the case of organizational

> Visua L communication. Express the degree of intimacy and individual
Communication
acceptance.
6. Space and f) This facet of nonverbal communication includes such vocal elements as
Distance tone, pitch, rhythm, timbre, loudness, inflection.
7. Personal g) an important non-verbal communication tool which includes dress, hair,
Appearance jewelry, makeup, belt buckles and so on.
- h) Cultural norms which dictate a comfortable distance for interaction with
8. Proximity
students.
1) an important channel of interpersonal communication which helps to
9. Gestures regulate the flow of communication and convey interest, concern, warmth,
and credibility.

j) an important communicator, the index of the mind. It expresses the type
of emotions or feelings such as joy, love, interest, sorrow, anger,
annoyance, confusion, enthusiasm, fear, hatred surprise, and uncertainty.

10. Posture and
body orientation
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3aoanue 11. Look through the text and define the main topics of business communication.
What do you know about them?

Business communication

Businesses rely on communication for almost every aspect of their operation. From con-
ducting sensitive conversations between two individuals to instantly disseminating critical infor-
mation across a mass audience and even recruiting new customers, a number of established and
emerging channels allow businesses to meet a number of communication needs.

Business communication encompasses great amount of topics such as marketing, brand
management, customer relations, consumer behaviour, advertising, public relations, corporate
communication, community engagement, reputation management, interpersonal communication,
employee engagement, and event management. It is also closely related to the field of professional
and technical communication.

Business communication process can be effective if a two way information sharing process is
used. It usually involves one party sending a message that is easily understood by the receiving party.
Effective communication by business managers facilitates information sharing between company
employees and can substantially contribute to its commercial success.

3aoanue 12. Look through the phrases given below. Put them into 2 columns of safe and
unsafe topics for small talk.

. "Do you believe in God?"

. "Hello. May I introduce myself? My name is Mark Spencer".
. "How is your family?"

. "How much do you earn?"

. "How old are you?"

. "It's a lovely day today, isn't it?"

. "The garden looks lovely, doesn't it?"

. "What a lovely dog! What is his name?"

9. "What sort of music do you like?"

10. "Who did you vote for at the last election?"
11. "Why is British food so bad?"

12. "You seem to have put on some weight".
13. “I like your watch. A Rolex, isn’t it?”

14. “What do you think of the presentation?”
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3aoanue 13. Make and role play a telephone conversation on the task given below.

Student A: You want to speak to John Brown about your contract with the XYZ Itd. He is not
in the office leave the following information to the secretary:

Your name;

Telephone number: 543-987-6774;

You are calling about changing conditions of your contract with them;

You can be reached until 7 o'clock at the above number. If he calls after 7 o'clock, he could
contact youat __ (give your own telephone number).

Student B: You are a secretary. Student A would like to speak to John Brown, but he is out
of the office. Take a message and make sure you get the following information:

Name and telephone number - ask student A to spell the surname;

Message student A would like to leave for John Brown;

How late John Brown can call student A at the given telephone number.

3aoanue 14. Choose the correct prepositon
1. Anna, can I call you off/on/back later from the office?
2. I’ll find out the information and get off/back/on to you.
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3. Suzanna always takes ages to pick up/on/off the phone.

4. I’ll put you in/back/through to Ivor now.

5. Ethan, I will get back to/with/until you later with an answer.
6. If a customer is very rude, you can hang on/off/up.

3aoanue 15. Explain the idiom “getting down to business” and discuss if it is so paramount
in meetings.

Translate the following sentences into Russian paying attention to the meaning.

a. Freelancers can spend hours not getting down to business just because they are constantly
looking for an employer.

b. These companies spend half their time arguing who the smartest person is in the room rather
than getting down to business and solving a real problem in the world.

c. You always were one for getting down to business.

d. My seventh and final point is about getting down to business to settle our programme of
work.

e. Diego, look... your son's getting down to business

f. That's just your breakfast getting down to business

g. Let’s get back down to business and make it simple for you.

h. After loud speeches and impressive promises of statesmen boring but competent officials
got down to business.

3aoanue 16. Skim the text and title it.

Negotiation is a method by which people settle differences. It is a process by which
compromise or agreement is reached while avoiding arguments and dispute. In any disagreement,
individuals understandably aim to achieve the best possible outcome for their position (or perhaps an
organization they represent). However, the principles of fairness, seeking mutual benefit and
maintaining good business relationships are the keys to a successful outcome. In order to achieve a
desirable outcome, it may be useful to follow a structured approach to negotiation. For example, a
meeting may need to be arranged in which all parties involved can come together.

The process of negotiation includes the following stages:

1. Preparation

2. Discussion

3. Clarification of goals

4. Negotiate towards a Win-Win outcome

5. Agreement

6. Implementation of a course of action

Paznen 3. [IucbMeHHasi KOMMYHUKAIMSA B CHTYalMSIX 1€JI0BOI0 O0LIEH U

3aoanue 17. Consider the business style of the letter and its structure.
When writing a business letter, you should follow the standard format:
. Letterhead, address of writer.

. Name and address of recipient.

. References.

. Date.

. Opening.

. Subject heading.

. Body of the letter.

. Closing.

. Signature.

10. Name and job title.

11. Enclosures.
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3aoanue 18. Put the following business letter’s parts into correct order.

— Richard Jen, Sales Manager, Electro Ltd, Perry Road Estate Oxbridge UN

— 5442KF.

— Tlook forward to hearing from you.

— Yours sincerely

— Richard Jen

— Sales Manager

— Maplle Estate, Bedford Road, Bristol, UB 28 12 BP. Telephone 9056 154369

— Fax. 907636974 25 August 2008.

— Dear Mr. Sawyer

— Thank you for your letter. [ am afraid that we have a problem with your order.

— Unfortunately, the manufacturers are finding it impossible to meet current demand for
it. So they cannot supply it until November.

—  Would you prefer us to supply a substitute, or would you rather wait until the original
parts are again available?

3aoanue 19. Insert the missing words from the box.

Words: informal, objectivity, clear, writing, new, contractions, business, style, borders,
language

There was a time when many .... documents were written in third person to give them the
impression of ..... This formal .... was often passive and wordy. Today it has given way to active, ...
, concise writing, sometimes known as “Plain English.” As business and industry increasingly trade
across .... and languages, writing techniques that obscure meaning or impede understanding can cause
serious problems. Efficient ... styles have become the norm. Still, you will experience in your own
writing efforts this “old school versus ... school” writing debate over abbreviations, ...., and the use
of informal ....in what was once considered a formal business context. Consider the following
comparison of .... versus formal and bureaucratic styles.

3aoanue 20. Match the type of the letter with its definition, say if they are formal or not.

a) a document requesting information sent on behalf of an individual or an
1) Complaint letter | organisation for their own respective purposes, which can be mutually
beneficial to the recipient and the sender.

2) Congratulation | b) a written or physical document or Email that accepts the mistakes and
letter takes full responsibility for your actions to demonstrate regrets

3) Enquiry letter c) is used when one person/party wishes to express appreciation to another.
d) contains a request for an adjustment, basically describe the errors or any
kind of problems that you have faced in the past.

5) Apology letter e) addresses a person for their notable achievement

6) Thank you letter | f) an official request for something, usually in writing

4) Application

8.3.2. Texkymmii KOHTPOJIb (IOATOTOBKA pedepara)
(popmupoBanue komnerenuun YK-4, nnaukatop UYK-4.1, UYK-4.2, UYK-4.3)

IIpuMmepHbIe TeMbI pedepaToB

CocraBpiieHHe pe3toMe U TIOPTQOITUO Ha HHOCTPAHHOM SI3BIKE.

CobecenoBanue npu npruemMe Ha paboTy B MHOCTPAHHBIC KOMITAHHH.

JlenoBoii 3TUKET B TPO(HECCHOHATLHOM OOIIEHUN Ha MHOCTPAHHOM SI3BIKE.

Oco0OeHHOCTH TTPOBEICHUS TIEPETOBOPOB C HHOCTPAHHBIMH OW3HEC-TTaPTHEPAMH.

SAsnenue «Small Talk» B 1eoBoM 001IEHHM HA HHOCTPAHHOM SI3BIKE.

OcHOBHBIE KOMIIOHEHTHI HEBEPOATHLHOTO OOIIEHUSI C HHOCTPAaHHBIMY OU3HEC-TTapTHEPAMH.

SAINANE o e
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7. TlucbMeHHBIE KOMMYHHUKAIMH B ETIOBOM OOIIICHUH HAa HHOCTPAHHOM SI3bIKE.

8. Mamomsl B mpodecCHOHATBHOM OOIIEHNH Ha MHOCTPAHHOM SI3BIKE.

9. Oco0eHHOCTH O(PHIIUATBHBIX IETOBBIX MUCEM Ha MHOCTPAHHOM SI3bIKE.

10. CoBpeMeHHBIE KOMMYHHUKATHBHBIE TEXHOJIOTMM B NPO(ECcCHOHAIHHOM OOLIEHUH Ha
UHOCTPAaHHOM SI3bIKE.

8.3.3. Tekymuii KOHTPO.JIb (TECTUPOBAHUE)
(bopmupoBanue komnereHnuu Y K-4, uanukatop UYK-4.1, UYK-4.2, UYK-4.3)

HpHMeprle BapUaHTbI TECTOBLIX 3adaHui

Telephone communication
Answer the questions of the test and discuss your answers with the partner. (More than one
answer is possible in most cases).

1. Which is the best way to answer the phone at work?
a) Hello!

b) Name yourself.

¢) Name the department.

d) Name the company.

2. Which is the best way to answer the phone at home?
a) Say your telephone number.

b) Say the name of your town and telephone number.

c¢) Hello!

3. Which way would you reply when someone on the phone says “Can I speak to (your name)”?
a) That’s me!
b) Speaking!
c) Yes, [ am.

4. How should Susan Banks introduce herself for the first time on the phone?
a) It’s Susan Banks.

b) I'm Susan Banks.

¢) My name is Susan Banks.

5. How should Susan Banks introduce herself on the phone to someone who already knows
her?

a) This is Susan Banks.

b) I’'m Susan Banks.

¢) It’s Susan Banks here.

6. When you ask someone to wait on the phone which of these is quite formal, which is in-
formal, and which would you probably never say?

a) Could you hold on a minute, please?

b) Hold on!

c¢) Wait, please.

7. When you want to know who is calling you which of these is formal, which is informal, and
which sounds rude?

a) Who'’s that?

b) Who are you?

¢) Who'’s calling, please?
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8. Which of these is the most formal way to introduce the subject of your telephone call?
a) I want to talk about the sales conference in March.

b) I’m calling in connection with the sales conference in March.

¢) Let’s talk about the sales conference in March.

9. Why is it important to use “please” and “thank you” on the phone?

a) The other person can’t see your face, so you have to use these words more often to show you
are being friendly and polite.

b) The British and Americans both expect it.

¢) It’s not important.

10. Which of these would you say when you want to find some information on your computer
while you’re on the phone?

a) Wait while I get it on my computer, please.

b) Just a moment while I get it up on the screen.

¢) I’m just bringing up your details now.

Letter structure. Letter’s contents and style. Types of letters
Choose the English phrase corresponding to the following English one:

1. B omeem na Bawe nucomo om 13 aneapa moi xomum Bac oznakomume...
a) We thank you for your letter of 13 January and wish to inform you...

b) Answering your letter of 13 January and want to inform you...

¢) In reply to your letter of 13 January, we wish to inform you...

2. Cebinasace na Haw meneQonnbLIL pa3zo60p HA NPOWLNON Hedene. ..
a) In reply to our telephone dialogue last week

b) Further to our telephone conversation last week

¢) Thank you for our telephone conversation last week

3. Ilpunacaem Kk nucomy Hauwt NOC1EOHUTL KAMANO2

a) We are pleased to offer you our up-to-date catalogue
b) We guarantee to send you our up-to-date catalogue
¢) We are enclosing you our up-to-date catalogue

4. Paovi coobuums Bam ycnosus nyboaukayuu HayuHou cmamou
a) We are pleased to inform you the publication terms

b) We are glad to receive your prompt reply

¢) We are thankful for your sending us you the publication terms

5. C nemepnenuem xncoem Bawezo omeema
a) We will expect your immediate answer

b) We look forward to your prompt reply

¢) We will wait for you quick answer

6. ITuuiy Bam, umoovl noxcanoeamovca Ha HEKAYECMEEeHHOe 00CIYHCUBARUE
a) [ am writing to order a product

b) I am writing to enquire service of...

¢) [ am writing to complain about poor service

7. C yeasicenuem
a) Yours sincerely
b) Yours
18



c) Best wishes

8. Ilo écem 6onpocam odpawaiimecsv Ko MHe 6 11000e spems
a) If you have any questions, feel free to contact me any time
b) If you have any questions, ask me any time

¢) In case of questions, call me any time

S LA =

*

10.
11.

12.
13.
14.
15.

16.

17.
18.
19.
20.

8.3.4. IIpoMeKyTOYHBIN KOHTPOJIb (BONIPOCHI K IK3aMeHY)
(popmupoBanue komnereniun YK-4, unnukarop MYK-4.1, UYK-4.2, UYK-4.3)

[IpuMepHbIe BONPOCHI K IK3aMeHy

Hatite onpenenenue noustuio «Business English» Ha pycckoM 1 aHTIHIICKOM SI3BIKAX.
Ha3zoBuTe 0OCHOBHBIE TEPMUHBI JIEIOBOTO OOIIEHHSI HA HHOCTPAHHOM SI3BIKE

Packpoiite ocHOBHBIE acTieKThl MOHATHUS «Business communicationy» Ha UHOCTPAHHOM SI3bIKE.
Ha3zoBuTe 0OCHOBHBIE MpaBHiIa COCTABICHUS PE3IOME HA HHOCTPAHHOM SI3BIKE.

Kakwue pazznensl BXOAST B CTpyKTypy pe3tome? [lepeuncnute nx Ha3BaHUS HA HHOCTPAHHOM
SI3BIKE.

[TpuBenuTe mpuMepbl BOIPOCOB HA MHOCTPAHHOM S3BIKE, KOTOPbIE MOTYT OBITh 3a/laHbI
paboToxareneM Ha coOeceIOBaHUN TPU TPYIO0YCTPOUCTBE.

Uro Brirowyaer B cels mpodeccuonansHoe mnoprhonuo? Ilepeuncnute Ha3BaHHS €ro
COCTABIISIONINX HA MHOCTPAHHOM SI3BIKE.

Kakumu BorpocaMy MOKHO HauaTh JETOBYIO Oecely Ha MHOCTPAHHOM SI3bIKe?

Packpoiite cymuocts nonsitus «Breaking the ice» B 1e710BOM 0OIIEHHMH HA WHOCTPAHHOM
A3BIKE.

HazoBute criocoOs1 3ppekTUBHOTO BEAEHUS JEIOBOM Oece/ bl HA MHOCTPAHHOM SI3BIKE.
PackpoiiTe cymHOCTh MOHATHUSA «HeBepOanbHas KOMMYyHHKaus». ChopMmynupyldTe 3TO
oTpesieieHne Ha MHOCTPAHHOM SI3bIKE.

[TpuBenuTe mpuMepsl HeBepOaTbHOM KOMMYHHKAIIUH HA HHOCTPAHHOM SI3BIKE.

Ha3zoBuTte npaBuiia MMCHbMEHHOTO JIEIOBOTO OOIIEHHS Ha HHOCTPAHHOM SI3BIKE.

Packpoiite cymnocts nmonsaTus «Small talk» B genoBoM oOIIeHIN HA HHOCTPAHHOM SI3BIKE.
[TpuBenure npumepsl Oe3zomacHblx TeM s «Small talk» B nemoBom o0meHuu Ha
MHOCTPAHHOM SI3bIKE.

HazoBute mpHHIUIBI KOPPEKTHBIX JEJIOBBIX Tele(OHHBIX TEPETOBOPOB HA MHOCTPAHHOM
SI3BIKE.

[Tepeuncnure 0COOEHHOCTH JEIOBBIX BCTPEY U MEPErOBOPOB HA MHOCTPAHHOM SI3BIKE.
OnwumuTre CTPyKTYpY 0(pUIIMAIBEHOTO JETOBOTO MChMa Ha MHOCTPAHHOM SI3bIKE.

[TpuBeauTe MpUMEPHI COIEPKAHMS EIIOBOIO ITMCbMa HAa HHOCTPAHHOM SI3bIKE.

[lepeunicinuTe THITBI U CTHITH JISIIOBBIX IACEM Ha MHOCTPAHHOM SI3BIKE.
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