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YK-4. Cnioco6eH npuMeHSATh COBPeMeHHbIe KOMMYHUKATUBHbIE TEXHOJIOTUH, B TOM YHCJIe
Ha HHOCTPaHHOM(BIX) fI3bIKe(AX), A/l AKAIEMUYECKOT0 U PO ecCHOHATBHOIO
B3alMOJEHCTBUSA

NYK-4.1. VYuutpiBaeT OCOOCHHOCTH JCJIOBOM KOMMYHHMKAallUd Ha TOCYJapCTBEHHOM U
WHOCTPAHHOM $I3BIKaX B 3aBUCHMOCTH OT OCOOCHHOCTEH BepOaTbHBIX M HEBEPOATBHBIX CPEACTB
oOLIeHMS.

NYK-4.2. Ymeer Bectu 00OMeH AenoBoil mH(popMmalyeid B yCTHOW M NMUCBMEHHOH (Qopmax Ha
roCy1apCTBEHHOM M MHOCTPAHHOM f3bIKaX C Y4ETOM CBO€OOpa3usi CTUIMCTUKH OPUIIHATIBHBIX U
HEO(PUIMATBEHBIX TTHCEM, a TAKXKE COIIMOKYIBTYPHBIX pa3Iuyinii B popmMare KOppEeCHOHICHITIH.
NYK-4.3. BrmonHser nepeBoJ NpOoPECCHOHAIBHBIX TEKCTOB C HMHOCTPAHHOTO s3bIKA Ha
rocyapcrBeHHsbIN 361k PO 1 ¢ rocygapcTBeHHOr o si3bika PO Ha MHOCTpaHHBIN.

Komnerenmust GopMupyercs AUCHUIUIMHAMH:
WHocTpanHbIi S36IK MPO(HECCHOHAIBHOTO OOICHNUS 1 cemectp

Bonpocsl 1 3agaHus I POBEPKHA C(POPMUPOBAHHOCTH KOMIIETEHIIUH
Jucuunimna « AHoCTpaHHBIH A3BIK NPO(ECcCHOHATBLHOT0 001IIeHH

3anaHust B OTKpbITOH hopme

1. Bel npunuin ycrpauBaThes Ha paboTy B komnanuto. Ilpeanoxkute Bam BapuanT oTBeTa Ha
BONpoc npu codecenoBanuu: In your position, how would you define doing a good job?

2. Bripasure cBoe cornacue WM Hecorjiacue ¢ yrBepkaenueM: An organizational form of only
one owner is a corporation.

3. CocraBbTe NpeIoKeHNE Ha aHTITUHCKOM SI3bIKE, HCIIOJB3Ys CIeytomIue cioBa: advertising,
consumers, reaches.

4. Hcnonb3ys MoOAajbHBbIE TJarojbl must, can WIK may COCTaBbTe NPEJIOKEHHE Ha
AHIJIMICKOM sI3bIKE 0 paboTe MEHEKEePA.

5.  Yro Bam HeoOxoauMo 3HaTh, 4TOOBI MPABUIBHO OTBETUTH HAa BOMPOC MpPU YCTPOMCTBE Ha
paboty: Why do you want to get this job?

6. IlpuBeaure nmpumep HECKOJBKHUX (ppa3 Ha AHTIIMICKOM sI3bIKE, C MOMOIIBI0 KOTOPHIX Bbl
INPUHOCUTE U3BUHEHUS B (OPMAIbHOM JE0BON NEPETHCKE.

7. CocTaBbTe KpaTKHid JUAJIOT-IPHBETCTBUE HA aHTIIMUCKOM SI3bIKE TIPH (POPMAITEHOM JIETIOBOM
0O0IIEeHU M.

8. CocraBbTe NpenIoKeHne Ha aHTIIMHCKOM SI3bIKE JJIs ITYHKTa PEe3foMe, B KOTOPOM yKa3bIBaeTe
JIOJDKHOCTB, Ha KOTOpYI0 Bbl peTentyere.

9. Kak mpu aenoBoM Tene)OHHOM pa3roBOpE Ha AHTIIMHCKOM SI3bIKE MOMPOCUTH coOeceTHUKa
HOBTOPUTH CKa3aHHOE paHee.

10. Ilepeuncnure 6a30Bble KHUTH IO PEKJIaMe HA aHIJIMHCKOM SI3bIKE.

11. CocraBbTe TpEMIOKEHHE B JEIIOBOM CTHJE Ha aHTJIUICKOM S3bIKE, BBIpaXKaoIIee
HEJIOBOJIHCTBO KAYE€CTBOM MPOIYKTOB, KOTOpbIe BB Kymum.

12. Ha3oBuTe >KBUBAJICHT JaHHBIX MOHATHUH Ha AHTIHMICKOM SI3BIKE: MPHOBLIH, MOTPEOUTEID,
CTETHAIHCT TI0 CBS35M C 00IIECTBEHHOCTHIO, HOBOCTHAS IEHHOCTb, IPOIBIKCHHUE, HMUIK.

13. Ilepeuncnure MATh HANpPaBICHUH MEHEI)KMEHTA Ha aHTIIMIICKOM SI3bIKE.

14. Ha3zoute TpeOOBaHUS K LIEJISIM OPraHU3aUH B CTPATETHYECKOM MEHEIKMEHTE.

15. Ha3zoBuTe OCHOBHBIE JTAlbI CTPATEIMYECKOT'O MEHE/DKMEHTA.



TecToBbIE BOIIPOCHI MO TUCHUILIMHE

Bomnpoc 1. Records management is a relatively ... discipline.
A) new
B) modern
B) contemporary
I') old

Bonpoc 2. Records management is concerned ... the processing of records.
A) -
b) with
B) about
I') for

Bonpoc 3. Records management as a distinct discipline is a twentieth century ... .
A) trend
b) event
B) phenomenon
I') occurrence

Bonpoc 4. A (an) ... is a general description or report about a particular situation.
A) study
B) survey
B) examination
I') assessment

Bonpoc 5. A single number which represents a fact or measurement is called ... .
A) data
b) statistics
B) information
I') records

Bonpoc 6. The manner of records creation differs ... institution to institution.
A) from
b) in
B) than
I') from an

Bomnpoc 7. The methods of ... records have undergone changes over time.
A) management
b) handling
B) handle
I') treatment

Bonpoc 8. If the records exist and they are not well managed it is difficult to achieve ... .

A) effect

b) affect

B) impact

I') efficiency



Bomnpoc 9. A ... a piece of office furniture that has drawers for storing letters, reports etc.
A) filing box
b) filing dresser
B) filing cabinet
I') filing system

Bomnpoc 10. Information in a form that can be stored and used is called ... .
A) data
b) statistics
B) facts
I') news

Bomnpoc 11. A (an) ... is a large amount of data stored in a computer system so that you can
find and use it easily.

A) database

b) statistics

B) information

I) file

Bonpoc 12. Information moves through ... distinct phases of its life cycle.
A) two
B) four
B) three
I') five

Bomnpoc 13. A ... is a collection of information on a computer stored under a particular name.
A) document
b) record
B) data
I) file

Bonpoc 14. The files must be ... enabling all who are interested to find with ease the information
that is required because all the details are true.

A) precise

B) accurate

B) interesting

I') exact

Bomnpoc 15. A basic principle of records management is that information should be ... .
A) collected and stored
b) found and kept
B) distinguished and separated
I') stored and separated

MeToauka oueHKn ¢c(hpopMUPOBAHHOCTH KOMIIETEHIIMHU
Orenka c(hopMUPOBAHHOCTH KOMITETEHITUH MpoBoauTcs o 100 — 6anbHOi cucTeme.

Kon n HauMeHoBaHMEe MHAUKATOPA Kpurepun oniennBanust chopMHUpOBaHHOCTH
JOCTHKEHHS] KOMIIETEHIIUU KOMIIETEHIIMH (YaCTH KOMIIETEHIIHH)




NYK-4.1. YuuteiBaeT 0COOCHHOCTH IEIIOBOIA
KOMMYHHKAllMMd Ha TOCYJIapCTBEHHOM U
WHOCTPAHHOM SI3bIKAX B 3aBHCHUMOCTH OT
0COOEHHOCTEH BepOaIbHBIX M HEBEpOATHHBIX
CPEIICTB OOIICHHUS.

NYK-4.2. VYmeer Bectu 0OMEH IelI0BOH
uHpopManyeii B YCTHOH H NHCHMEHHOU
(bopMax Ha rocyJapCTBEHHOM M HHOCTPAaHHOM
A3BIKaX C YYETOM CBOEOOpasusi CTUIIMCTHKHU
opUIMANBHBIX ¥ HEO(PUIMAIBHBIX MHCEM, a
TAaKK€  COLIMOKYJBTYPHBIX  pa3iuyuii B
(dbopMaTe KOppeCIOHCHIINH.

NYK-4.3. Brimonnser IepeBoJ
npodeccroHaNbHBIX TEKCTOB C HHOCTPAHHOTO
SA3bIKa Ha TrOCylHapCTBeHHBIM s3bIKk PD u ¢
roCyJ1apCTBEHHOIO S3bIKA P® Ha
MHOCTPAaHHBIN.

BeIntoNIHEHHE 70% U Oosee OLEHOYHBIX
CPENICTB MO ONPEICICHUIO YPOBHS
JTOCTHXKEHHS pe3yJIbTaTOB O0OYUYEHHS 110
JUCIUTUIMHE




