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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.

O0bEM TMCHUMIJIMHBI 110 BUaM Y4eOHBIX 3aHATHI (B Yyacax) — 3a04uHasi popma obyueHus

Buj yuyeoHoii pa6oThi Beero Cemectpbt

4acoB 1 -
AyauTopHbIe 3aHATHSA (BCEro) 10 10 -
B ToM uucne: - - -
Jlexnuu - - -
[TpakTrueckue 3anstus (I113) 10 10 -
Cemunapsl (C) - - -
JlaGopatopusie pabotsl (JIP) - - -
CamocrosiTesibHas padora (Bcero) 125 125 -
B ToMm guce: - - -
Kypcogoii mpoekt (pabota) - - -
PacuerHo-rpaduueckue padboTb - - -
Pedepar 8 8 -
[ToaroroBka K MPakKTUYECKUM 3aHATUAM 109 109 -
TectupoBanue 8 8 -
Bun npoMexyTouHO arTecTalu — 3K3aMeH 9 9




OO01mmast TpyJ0eMKOCTh Jac / 3a4. e]1. 144/4 144/4 -

4. Coep:xkanue TUCHUNTHHBI
4.1. Pazmesibl JUCUMILIMHBI M TPYA0EMKOCTD 10 BUIaM Y4eOHbIX 3aHATHI

3aounas popma

= 5 Buabl yueOHBIX 3aHATHI, BKJIIOYAS
Ne Pasnen/Tema g E CaAMOCTOSITEJIbHYIO PA00Ty 00Y4aI0OIIUXCsl, 4aC
' JMCIumHbE o = KonrakTHasi pa6ora CamocrosiTe/ib-
Bcero NpaKTHYeCKUEe Hasi padoTa
JIEKIINH
3aHATHS o0yuawuuxcst

1. Pazgen 1. 40 - 2 38

TpynoycTpoicTBo.

[Ipodeccuonanpubie

kommereHiwn. [Toprdommo
2. Pasnen 2. YerHas 47 - 4 43

KOMMYHHKAIIUS B

CUTYaIUAX JI€JI0BOTO

OOIICHMS
3. Paznen 3. [luceMennas 48 - 4 44

KOMMYHHKAIIUS B

CUTYaIUAX JI€JI0OBOTO

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

4.2. ConepxxaHue pa3iesioB IUCHUNIHHBI

Pasnea 1. Tpynoycrpoiictso. IIpodeccuonanbubie komnereHuun. loprgoano

CocraBieHne aHKETHI W pPE3lOME€ Ha WHOCTPAHHOM s3bIKE. YCTHOE coOeceloBaHHE Ha
MHOCTPAaHHOM sI3bIKE IpU Ipueme Ha paboty. [loaroroBka M mpeseHTaLus NPOPEecCHOHATHLHOIO
nopT(OINO Ha MHOCTPAHHOM SI3BIKE.

Pa3gen 2. YeTHasi KOMMYHHKAIUSI B CHTYaLHsIX 1€J10BOT0 001LIeHUsI

Hauano nenmomoit Gecenni, monstue «Breaking the ice». Benenue nemoBoit Oecenpl Ha
UHOCTpaHHOM si3blke. HeBepOanbHast kommyHukanus (Non-verbal communication). JlenoBsie
KOHTaKThl U MpaBHJIa JEJI0BOr0 OOILIEHUSI Ha UHOCTpaHHOM si3bike. [lonstue «A small talk» u ero
IpUMEHEHHE B JIEJIOBOM OOIIEHUN Ha MHOCTPAHHOM si3bIke. JlenoBbie TeneoHHbIE eperoBopsl Ha
uHocTpanHoM s3bike (Telephone communication). JledoBble BCTpeYyd U MEPETOBOPHI  Ha
uHOCTpaHHOM si3bIke (Business meetings & negotiations).

Pa3pnen 3. [IucbMeHHasi KOMMYHUKAIMA B CHTYalMSAX [1eJI0BOI0 O0LEHUA

CrpykTypa ourmansHoro aenoBoro nucbma. Copeprkanue U CTUIb MMCbMa Ha HHOCTPAaHHOM
si3bIKe. THTIBI IETIOBBIX TIHCEM.

4.3. IIpakTnyeckue 3aHATHS / 1a00paTOPHbIE 3aHATHSA
3anstue 1. TpynoycrpoiictBo. [Ipodeccuonansusie komnerenuuu. [loprdonno

3anstue 2-3. YcTHas KOMMYHUKAIMS B CUTYalHUsIX JA€I0BOr0 OOLIEHUS
3anstue 4-5. [lucbMeHHas KOMMYHHKAIUS B CUTyalHUsAX JIEJIOBOTO OOIIEHUS

5. YueOHo-MeTOoAMYeCcKOEe M HH(POPMALMOHHOE 00eceUyeHre JUCIHILIMHBI

5.1. OcHoBHas JuTEpaTypa



1. Ponpraiizep, A. A. English : Fundamentals of Business Communication = AHrnuiickuii
SI3BIK: OCHOBBI JICJIOBOTO OOIIeHUs ;: yueOHoe mocodue : [16+] / A. A. Pombraiizep, A. A. PeceHuyk ;
KemepoBckuii rocynapcrBeHHblid yHUBepcuTeT. — KemepoBo : KemepoBCKuil rocy1apCTBEHHBIN
yHuBepcurer, 2022. — 162 c. : ui., Tadn. —

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

2. ®okunHa, O. A. AHIIMIACKUH s3BIK B cpepe 1e710BOM KOMMYHHUKAIIUY : Y4eOHOe mocooue /
O. A. ®okuna, U. A. I'pedbennukosa ; [Ipuamypckuii rocynapctBeHHblii yHuBepcureT uM. Lllonom-
Anetixema. — bupobumkan : Ilpumamypckuii rocymapcTBeHHbI yHUBepcuTeT uMeHu Illomom-
Axneiixema, 2023. — 109 c. : umi. —

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. — Kemeporo : KemepoBckuii rocyaapcTBeHHbIN yHUBEpcUTeT, 2013. — 110
c. — URL: https://biblioclub.ru/index.php?page=book&i1d=232400

2. Yuruna, H. B. [/lenoBoe obiieHne Ha HHOCTPAHHOM SI3bIKe : yueOHoe mocobue : [16+] /
H. B. Yuruna, E.TI. byxBanoBa, C. B. Ceipeckuna ; Camapckuil TrocylapCTBEHHbIH arpapHbIi
yHuBepcuteT. — Kunens : Camapckuil rocyJapcTBEHHBIN arpapHbiil yHusepcutet, 2020. — 113 ¢. —
URL: https://biblioclub.ru/index.php?page=book&id=611425

5.3. JIuneH3noHHOE MPOrpaMMHoOe o0ecriedyeHue

1. Microsoft Windows 10 Pro
2. Microsoft Office 2007

5.4. CoBpemenHble mnpodeccMoHAIbHBIE 0a3bl JaHHBIX W HHPOPMAIUOHHbIE
CIIPaBOYHbIE CHCTEMbI

1. Komnbrotepabie MH(POPMALMOHHO-TIPABOBEIC CUCTEMBI «KoHCynbTaHT»
http://www.consultant.ru/, «["apanT» http://www.garant.ru/

2. OBC «YuuBepcuteTckas oubnuoreka onnain» https://biblioclub.ru/index.php/

3. HayuHas snextpoHHas 6ubaunoteka http:// www.elibrary.ru/

4. Hayunas snektponHas Oubnuorexa «KubepJlennnkay» https://cyberleninka.ru/

5. YauBepcurerckas nndopmannonHas cucrema Poccus https://uisrussia.msu.ru/

6. Emmnoe oxHO 1ocTyma K oOpa3oBareibHBIM pecypcam ®DenepalbHBIA  MOPTA
http://window.edu.ru/

7. DnekTpoHHO-O0MOMMOTeUHas cuctema «Jlansy https://e.lanbook.com/

8. Caiit xxypnana «Momnomao#t yuensiit» https://moluch.ru/

9. HanmonanweHas snexkTpoHHas 6unbauoTeka https://rusneb.ru/

10. O6pazoBatenbHas miardopma «HOpaiit» https://urait.ru/library/svobodnyy-dostup

11. Caiit xxypnana «Magister» https://magister-spb.ru/#o_nas

12. Hayunsle MeponpusaTus: KOH(EpPEHINH, KypHAIbl, KOHKYPCBI, MOHOTpapuu, COOPHUKU
HAy4YHBIX TpyA0B https://kon-ferenc.ru/

13. Anrnuiickuii TonkoBbIi cioBapsb http://www.wordreference.com/

14. ba3za aHTTI0-pyCCKHX, PYCCKO-aHTJIMMCKHAX U aHTJIMHACKUX TOJIKOBBIX CIOBapen
http://www.diclib.com/

15. Pyccko-anrnuiickue cioBapu Ha «Akamemuke» https://dic.academic.ru/

16. Tectbl Tpex ypoBHEH CIOXKHOCTH. TecThl Ha KOHKPETHBIM MaTepual M OOIIME TEeCThI
https://www.homeenglish.ru/Tests.htm

17. IIpoekt «KynpTypa nucbMeHHO# peun» http:// www.gramma.ru/

18. «I'pamoTa.Py»: cipaBouHo-uH(pOpMaMOHHBINA opTain http://www.gramota.ru/

6. MaTepuajibHO-TEXHUYECKOE o0ecnevyeHre JUCHMIIIMHBI

1. JlexunoHHast ayJUTOpHsL, Ay AUTOPHSI ISl TPYNIIOBBIX U MHAUBUAYAIbHBIX KOHCYJIbTALIUMI,
OCHAIIICHHAas KOMIUIEKTOM MeOenu il y4eOHOro mpoliecca, y4eOHOW ITOCKOW, MEepCOHATBHBIM
KOMHBIOTepOM, HHaSMCHHOﬁ IIAHCIIBIO.
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2. AynuTtopus 7S IPOBEEHUS MPAKTUYECKUX M CEMUHAPCKUX 3aHATUH, TEKYILIEr0 KOHTPOJIS
U TPOMEXKYTOYHOW aTTeCTalluM, OCHAIlEHHass KOMIUIEKTOM MeOenu A y4deOHoro mporecca,
y4eOHOM OCKOW, NEPCOHAIBHBIM KOMITBIOTEPOM, IJIa3MEHHOU MaHENbIO.

3. Aynuropus 1J1 CaMOCTOSTENIbHON PabOThl CTYJIEHTOB, OCHALIIEHHAs! KOMILJIEKTOM MeOenu
uis yuyeOHOro mporecca, yueOHOH OCKOHM, NMepCOHATbHBIMH KOMIIBIOTEPAMU C BO3MOXKHOCTBIO
HNOJKJII0YEHUs K ceTu «MIHTepHeT» U I0CTYNOM K 3JeKTPOHHOM MH(OpMaIMOHHO-00pa30BaTeIbHON
cpene YHuUBEpCUTETA.

7. MeToauuecKue PCKOMEHIAUH IO OPpraHu3aliuv U3y4YCHUSA TUCHUIIJINHBI

7.1. MeToanyeckne peKOMeHIalHH MPenogaBaTe io

JlaHHBI pasfen HacTosmed paOouell mporpamMmbl IpeJHAa3HAueH M HAaYMHAIOUIMX
Hpenoz[aBaTeneﬁ " CICHUATIUCTOB-IPAKTUKOB, HC UMCIOIIUX OIIbITa HpeHOHaBaTGHBCKOﬁ pa6OTBI.

HucuuiuinHa «JMHOCTpaHHBIM  S3bIK  IPOQECCHOHATIBHOIO OOIIeHUs» (GOpMHUpPYET Yy
oOyuaromuxcs komnereHuo YK-4. B ycrnoBusx KoHCTpyHpoBaHHus 00pa30BaTEeNbHBIX CUCTEM Ha
IOPUHIUIAX KOMIIETEHTHOCTHOIO IOAXO0Ja IPOM30LUIO0 KOHLENTYyaJbHOE H3MEHEHHE PpOJIH
MIperoaaBaTelisi, KOTOPbIi, HapsIy ¢ TPAAUIIMOHHON POJIBIO HOCUTEIISl 3HAHHH, BBITIOIHSICT (QYHKITHIO
OpraHu3aTopa Hay4HO-IIOMCKOBOM pa®oThl 00yyarolerocsi, KOHCyJbTaHTa B MpOLEaypax BbIOODA,
00pabOTKM W WHTEpIpeTanud WHPOPMAIMH, HEOOXOAMMOW sl MPAKTUYECKOrO JCUCTBHS U
JaJIbHEHMIero pa3BUTHs, 4TO JOKHO 00s3aTeIbHO YUUTHIBATHCS MPH MPOBEACHUU JICKIIMOHHBIX U
NPaKTUYECKHUX 3aHATUHN O TUCHUILTHHE «HOCTpaHHBIHN S3BIK TPOPECCHOHATHLHOTO OOIIECHHS.

[IpenoaBaHre TEOPETUUYECKOIO (JEKIIMOHHOI0) MaTepuaia no aucuuiuinie «MHocTpaHHbIH
S36IK  IPO()ECCHOHATIBHOTO  OOLICHHS» OCYIIECTBISETCS Ha OCHOBE MEXAUCIUILUIMHAPHOU
MHTETpallii U YEeTKUX MEXIUCLUIUIMHAPHBIX CBA3€H B paMKax oOpa3oBaTelbHOI Mporpammsl U
yuebHoro miaHa no HanpasieHuto 44.04.01 Ilenarornueckoe oOpa3oBaHue.

[TonpoOHOEe conepkaHME OTHENbHBIX pPa3/eNoB JAUCUUIUIMHBL «VHOCTpaHHBIN  SI3BIK
npoheccuoHaNbHOr0 O0IEHUs» paccMaTpuBaercs B 11.4.2 paboyeil mporpaMmsl.

Mertoauka onpeaeaeHuss UTOTOBOTO CEMECTPOBOI'O PeTHHTa 00yUaroIerocs Mo JUCIUILIIMHE
«MHOCTpaHHbI s3bIK TpodeccuoHambHOro oO0IIeHus» mpexacraBieHa B cocraee POC mno
JUCLUIUIMHE B I1.8 HacTosIel paboyell mporpaMMel.

[TpumepHble TeMbl pedepaToB W BapHaHThl TECTOBBIX 3aJlaHUM JI1 TEKYIIEro KOHTPOJS U
nepevyeHb BONPOCOB K 3K3aMEHy M0 JUCLUILIMHE npescTaBieHsl B coctape POC no AMCHUIUIMHE B
1.8 HacTosAIIEel paboyeil mporpamMMmsl.

[lepeueHb OCHOBHOM M JOMOJHUTEIBHOM JUTEPaTypbl M HOPMATHUBHBIX JIOKYMEHTOB,
H€06XO)II/IMBIX B XO0A€ MHpenoJaBaHUs AHUCHUIIIIMHBI ((I/IHOCTpaHHBIﬁ SI3BIK HpO(i)GCCI/IOHaJ'IBHOFO
oOmieHus», MNpuBeneH B 1.5 Hacrosmeld pabouelt mnporpammsl. IlpenonaBarento criexyer
OpPUCHTHUPOBATH 06y‘~IaI-OHII/IXC$I Ha HUCII0JIB30BaHUEC IMPH MOATOTOBKE K HpOMGX(YTOqHOﬁ aTTeCcTaluu
OpPUTHHAIBHOM BEPCUU HOPMATUBHBIX JOKYMEHTOB, IEHCTBYIOIIUX B HACTOSAIIIEE BPEMSI.

7.2. MeToan4eckue yKa3zaHus 00y4ar0ImuMCs

[Tomyyenue yriyOJEeHHBIX 3HAHWUW 1O JAWCIUIUIMHE JOCTUTAeTCS 3a CUeT AaKTUBHOU
CaMOCTOSTENBHON paboThl oOyyarommxcs. BeiaenseMble 9achl 1eaecoo0pa3Ho MCMONIb30BaTh TS
3HAKOMCTBA ¢ Y4EOHOW M HAyYHOH JUTEPATYpOM MO MmpodiieMaM AWCITUIUIHMHBI, aHaIn3a Hay4YHBIX
KOHLIEITLIHM.

B pamMkax AUCHUTIIMHBI IPEAYCMOTPEHBI pa3undHbie (POPMBI KOHTPOJISI YPOBHS TOCTHKCHUS
00y4JarOIMMUCS 3asBIICHHBIX WHANKATOPOB OCBOSHUS KOMMETeHIIUN. DopMa TeKyIero KOHTPOJIS —
aKTHBHas paboTa HAa TPAKTHYECKUX 3aHIATHSIX, TOJATOTOBKa pedepara, TecTupoBanue. dDopmoit
MIPOMEXKYTOYHOIO KOHTPOJISA [0 JaHHOM AUCUMIUIMHE SBIIETCA 3K3aMEH, B XOJ€ KOTOPOIO
OIICHUBAETCA YPOBEHb JOCTIDKEHUS OOYyYarOUMMHUCSA 3asBJICHHBIX WHJIUKATOPOB OCBOCHUS
KOMIIETECHIIUH.

MeTtoanueckue yKa3aHus 10 OCBOCHUIO U CHUIIINHBL.

JIEKIIMOHHBIE 3aHATHS TPOBOJSATCS B COOTBETCTBHM C COJICpKAHUEM HACTOsIIed paboueit
MPOrPaMMBbI U MIPENICTABISAIOT COO0M U3II0KEHNE TEOPETUYECKUX OCHOB JIUCIUIUIUHEI.

[TocemeHne TEKIIMOHHBIX 3aHSATHH SIBISIETCS 00S3aTEIBLHBIM.




KoHcniektupoBanue JEKIHOHHOTO Marepuaia JOMYyCKaeTcsl KaK MHCbMEHHBIM, TaK W
KOMITHIOTEPHBIM CITOCOOOM.

PerynsipHoe moBTOpeHMEe Marepuana KOHCIEKTOB JIEKIHMHM II0 KaXXKIOMY pas3zielly B paMKax
MOJATOTOBKUA K TEKyIIUM (opMaM aTTeCTallMM MO JUCLUIUIMHE SBJISETCS OJHUM M3 BaXKHEHIIHNX
BUJIOB CAMOCTOSITEIIBHON pabOThI CTYACHTA B TEUYCHHE CEMECTpa, HEOOXOIMMON sl KaYeCTBEHHOMN
MOATOTOBKHU K MPOMEXYTOYHOM aTTECTALMU 110 JUCIUIUIMHE.

[IpoBeneHne  NpPaKTUYECKUX  3aHATHM 10  aucuuiuinHe  «MHOCTpaHHBIM  A3BIK
npoheccCuoHaNBHOT0 OOIIEHHUs» OCYILECTBISETCS B cleaAyomux Gopmax:

— aHaJIM3 NpPaBoOBOM 0a3bl;

— OIpoC MO MaTepualiaM, PacCCMOTPEHHBIM Ha JIEKIUAX U M3YYCHHBIM CaMOCTOSITEIBHO IO
PEKOMEHI0BaHHOM JTUTEepaType;

— aHaIW3 ¥ 00CYXKJICHHUE MPAKTUUECKUX CUTYaIui IO TEMaM.

HOCGH_ICHI/IC HpaKTI/I‘ICCKI/IX SaHSITI/Iﬁ 1 aKTUBHOC y‘-IaCTI/Ie B HUX SABJIACTCSA O6H321TCHBHBIM.

[ToaroTroBKa K MPaKTUYECKUM 3aHITHSIM 00s3aTeNIbHO BKJIIOYAET B ce0s M3yUeHHE KOHCIIEKTOB
JICKIIUOHHOT O MaTepI/IaJIa 158 pCKOMeHI[OBaHHOfI JII/ITepaTypI)I IJIA aICKBATHOTO ITOHUMAHUA yCJIOBI/IFI
U criocoba peleHus 3aJaHui, 3alJIaHiPOBaHHBIX IMPEINoaaBaTeieM Ha KOHKPETHOE MPaKTHYECKOe
3aHATHE.

MeToAuYEeCKHE  YKa3aHMs 1O BBIINOJHEHHIO  pasiM4YHBIX  (GopM  BHEAyIHUTOPHOMU
CaMOCTOSATEILHOM pabOThI

M3yyeHne OCHOBHOM M JOIOJHHUTEILHOW JUTEPATYphI, 4 TaKXK€ HOPMATHMBHO-IPABOBLIX
TOKYMEHTOB TI0 JUCHUIUIMHE MPOBOIUTCS HAa PEryJSipHOM OCHOBE B pa3pe3e KaxAoro pasieia B
COOTBETCTBUH C NMPHUBEICHHBIMU B 1.7 pabodveil mporpaMMbl pEKOMEHIAIUSIMH ISl TIOJATOTOBKH K
IPOMEKXYTOUYHOW AaTTeCTallud MO0 JAUCHUIUIMHE «VMHOCTpaHHBIA S3bIK  MPOGECCHOHATHLHOTO
oOmienusi». CnMCOK OCHOBHOM U JOIOJHHUTENBHON JHUTEpPATyphl U 00S3aTENbHBIX K H3yUEHUIO
HOPMAaTHUBHO-IIPAaBOBBIX JOKYMEHTOB [0 AMCLMIIMHE NpPUBENEH B 1.5 Hacrosiuel paboueit
nporpammel. CrenyeT oTHaBaTh MPEANOYTEHHE W3YYCHHUIO HOPMATHBHBIX JTOKYMEHTOB IO
COOTBETCTBYIOIIUM pa3enaM AUCLHUIUIMHBI 10 CPABHEHUIO C UX aallTHPOBAHHOM MHTEPIpETALUEH
B yueOHOU JHTepaType.

MGTO}II/I‘IGCKI/IG VKAa3aHHWA 11O MIOATOTOBKE K HDOMG)I(VTO‘IHOﬁ aTTeCCTAIllnU

[TpoMexyTouHas arrecTans MO AUCHUIUINHE «MHOCTpaHHBIN S3BIK MpodeccHOHAIBHOTO
oOuieHus» MpoxoauT B (opme sk3ameHa. [IpuMepHBI mepedyeHb BOMPOCOB K 3K3aMEHYy IO
mucturinae «HOCTpaHHBIN S3bIK MPOQPECCHOHAIBHOTO OOIIEHUS» M KPUTEPUU OIICHKH OTBETa
06yqa10mer0<:$1 Ha DJBK3aMCHC I Heneﬁ OLICHKHN OOCTUXXCHUS 3aABIICHHBIX I/IHJII/IKaTOpOB
c(hOpMHUPOBAHHOCTH KOMIIETEHIIMU TpuBeaeHbl B coctae POC 1Mo AUCHUIUIMHE B 1.8 HAcTOsIIEH
paboyeil mporpaMmsl.

OOyyaromuiicst JOMycKaeTcsl K MPOMEKYTOUHOM aTTeCTaIlluy M0 JUCIUILTUHE HE3aBUCHUMO OT
PE3yIBTATOB TEKYIIETO KOHTPOJIS.

8. ®oHI OLIEHOYHBIX CPEACTB MO0 AUCHHUILIMHE

8.1. IlepeueHb KoMIeTeHUMH ¢ yKa3aHueM 3TanoB ux (GopMHpPOBaHHMS B IHpolecce
OCBOCHUS JUCUHUILINHBL. DOPMBI KOHTPOJIA (POPMHUPOBAHUS KOMIIETEH NI

Kon n NHaukaTopsl JOCTHKEHHUS Jranbl
HaNMMEHOBaHHe KOMIIETEeHIIHH dopma (popmupoBanus
KOMIIeTeH Ui KOHTpPOJIs (pa3neJbl
JMCIUTJIMHBI)
YK-4 Cnocoben NVYK-4.1. VYcranaBnuBaer u | [IpoMexyTounsbIit
IPUMEHSITh pa3BUBaeT MpodheccHoHaIbHBIC KOHTPOJIb:
COBPEMEHHBIC KOHTaKTHlI, OCYLIECTBIISET JK3aMcH
KOMMYHUKaTUBHBIE aKaJIeMHUYECKOe u Texymun Paznensr 1-3
TEXHOJIOTHH, B TOM npogeccuoHaIbHOE KOHTPOJIb:
qucie Ha B3aUMOJICHCTBUE c
WHOCTPAHHOM(BIX) MPUMEHEHUEM  COBPEMEHHBIX




sa3bpIKe(ax), A KOMMYHUKATUBHBIX OIIpoC Ha

aKaJeMHYECKOro u TEXHOJIOTHI, B TOM YHCJ€ Ha | MNPaKTUYECKUX
po(heCCHOHATLHOTO | MHOCTPAHHOM SI3BIKE. 3aHATUSAX;
B3aUMOJICUCTBUS NYyK-4.2. CocraBmsier u pedepar;
peaKkTUpyeT AOKYMEHTAIMIO C [ TeCTUpOBaHUE
LEJbI0 obecrniedeHus
aKaJIeMHYECKOro "
npodeccuoHaIbHOTO

B3aMIMOJICHCTBYS, B TOM YHCIIE
Ha MHOCTPAHHOM SI3bIKE.
NYK-4.3. JlemoHCTpUpYET
KOMMYHHUKATHBHYIO
KOMIIETEHTHOCTh B  YCIIOBHUSX
HAYYHO-HMCCIICJIOBATEIIbCKONH U
MPOSKTHON  JEATCIILHOCTH U
NPE3CHTAIMH €€ Pe3yJIbTATOB Ha
pa3IMYHBIX My OJTMYHBIX
MEPOTIPUSITHSIX, BKJTIOYAsI
MEXIyHAPOJHBIE, B TOM YHCIIEC
Ha MHOCTPAHHOM SI3bIKE.

8.2. [Toka3aTesy 1 KPUTEPHH OLCHUBAHUSA KOMIICTCHIUH IPH M3YYCHHUH AU CHHUILIMHBI,
OIMCAaHUEe HIKAJ OLleHUBAHUA

8.2.1 Kpurepum oueHKu 0TBETa HA IK3aMeHe

(popmupoBanue komnerenuun YK-4, nunaukatop UYK-4.1, UYK-4.2, 1YK-4.3)

«5» (0TIIMYHO): O00ydYaroUMiics AEMOHCTPUPYET CUCTEMHbIE TEOPETHYECKHUE 3HaHWUS,
IPAKTUYECKHE HABBIKH, BJIAJEET TEPMUHAMHU, JIeJaeT apryMEHTUPOBAHHbBIE BBIBOABI U 0000IIEHNUS,
INPUBOAUT MPHUMEPHI, MOKA3bIBAET CBOOOJHOE BIIQJICHUE MOHOJOIMUYECKOW Pedbi0 U CIIOCOOHOCTD
OBICTPO pearupoBaTh Ha YTOUHSIOLINE BOIIPOCHI.

«4» (xopomio): oOyyaroIMHCA JEMOHCTPUPYET TMPOYHbIE TEOPETHUYECKHE 3HaHU,
IPAKTUYECKHE HABBIKH, BJIAJEET TEPMUHAMHU, JI€JaeT apryMEHTHUPOBAHHbIE BBIBOJBI M 0000IIEHNUS,
HOPUBOAUT IMPHUMEpPHI, MOKa3bIBaeT CBOOOJHOE BIIAJCHHWE MOHOJIOTHMYECKOM PEuyblo, HO IPU 3TOM
JIeJIaeT HECYIIECTBEHHbIE OIIMOKH, KOTOpble OBICTPO HCHPABISET CaMOCTOSATENbHO WIHM TpU
HE3HAUYUTEIIbHON KOPPEKIUU IIPEIOJaBaTEIIEM.

«3» (y10BJ1eTBOPUTEIbHO): OOYyYaIOLIUICS JIEMOHCTPUPYET HETIIyOOKHE TEOpPETHUECKUE
3HaHUS, TPOSABISAET Cilab0 CPOPMHUPOBAHHBIE HABBIKM aHaIM3a SIBIEHUM W MPOLIECCOB,
HEJIOCTATOYHOE YMEHHE JEJIaTh apryMEHTUPOBAHHBIE BBIBOJBI U IIPUBOJNUTH MPUMEPHI, TOKA3BIBAET
HEIOCTaTOYHO CBOOOJHOE BJaJIEHUE MOHOJOIMYECKOH peuyblo, TEPMHHAMH, JOTHYHOCTBIO U
MOCJIEI0BATEIbHOCTRIO HM3JI0KEHHS, AeNaeT OIMUOKHU, KOTOPbIE MOKET HCIPaBUTh TOJIBKO MPHU
KOPPEKLUHU MIPENOIaBATEIIEM.

«2» (Hey10BJIETBOPHUTEIbHO): OOyYaIOIMUNCA JIEMOHCTPUPYET HE3HAHUE TEOPETUUYECKUX
OCHOB IIPEIMETa, OTCYTCTBUE IPAKTHUYECKUX HABBIKOB, HE YMEET J€JlaTh apryMEHTHPOBaHHbBIE
BBIBO/IbI ¥ TPUBOJIUTH IPUMEPHI, TOKA3bIBAET CJIa00€ BiIaJeHUE MOHOJIOTHUYECKON peubto, HE BIIaJEeT
TEPMUHAMHU, IPOSBIAET OTCYTCTBHE JIOTMYHOCTU M IIOCIIEIOBATEIBHOCTH W3JIOKEHUS, [EIacT
OIIMOKH, KOTOpPBhIE HE MOXKET HCIPABUTH Ja)Xe MPU KOPPEKIMH MPEnojiaBaTesieM, OTKa3bIBACTCs
OTBEYaTh Ha JIONIOJHUTEIBHBIE BOIIPOCHI.

8.2.2 Kpurepnu oueHk# paGoThl 00y4aroerocsi Ha NPAKTHYECKUX 3aHATUAX

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

«5» (OTJMYHO): BBITIONIHEHB BCE MPAKTHUYECKHE 3a/laHus, NPEIyCMOTPEHHBIC
MPAKTUYECKUMH 3aHATUSIMHU, OOYUYaAIOLTUICS YeTKO U 0e3 OMIMOOK OTBETHJI Ha BCE KOHTPOJIbHBIE
BOIIPOCHI, aKTUBHO pa0bOTaJl Ha MPAKTHYECKUX 3aHATHIX.



«4» (X0po1110): BBIIIOJIHEHBI BCE MPAKTUYECKUE 3a/1aHUS, IPEAYCMOTPEHHBIE IPAKTUUECKUMU
3aHATHAMH, OOYYarOIIUICS ¢ KOPPEKTHPYIOIMMH 3aMEYaHUsMU MPENoJaBaTeNs OTBETUJ Ha BCE
KOHTPOJIbHBIE BOIIPOCHI, TOCTATOYHO AKTUBHO paboTall Ha MPAKTUYECKUX 3aHITHUSIX.

«3» (YI0BJIETBOPHUTEJIBHO): BBIIIOJHEHBl BCE NPAKTHYECKUE 3aJaHUs, NPELYyCMOTPEHHBIE
IPAKTUYECKMMH 3aHATHSAMM C 3aMEYaHHUSIMM IpenojaBarelis; oOydyarolIuiicss OTBETUJ Ha BCE
KOHTPOJIBHBIE BOIIPOCHI C 3aMEYaHUSIMU.

«2» (Heya0BJIETBOPUTEJIBbHO): 00yYaIOLIUICS HE BBIITOJHNI WU BBIIOJIHUI HENPABUIBHO
IPaKTUYECKHE 3aJaHNUs, IPElyCMOTPEHHbIE TPAKTUUECKUMHU 3aHATHAMM; 00yUarOIIMNACsA OTBETHII Ha
KOHTPOJIbHBIE BOIIPOCHI C OIIMOKAaMH WJIM HE OTBETUJI Ha KOHTPOJIbHBIE BOIIPOCHI.

8.2.3 Kpurepum ouenku pedepara

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

«5» (oTyIM4YHO): TeMa pedepaTa akTyallbHa U PacKpbITa MOJIHOCTBIO; pedepaT MOAr0TOBIEH
B YCTaHOBJIGHHBIH CPOK; O()OpMIIEHHE, CTPYKTYypa U CTWJIb M3JIOKEHUS pedepara cOOTBETCTBYIOT
IpebsBIsEMbIM TpeOOBaHUAM K O(OPMIIEHHUIO JOKYMEHTA; pedepar BBIIOJIHEH CaMOCTOSTEIbHO,
NPUCYTCTBYIOT COOCTBEHHBIE OOOOIICHHS, 3aKIIOUEHHs W BBIBOJBI; ITOATOTOBIEH JOKJIA,
u3jaraeMblii 6e3 UCIOIb30BaHUs OIIOPHOI'O KOHCIIEKTA.

«4» (xopomo): Tema pedepara akTyalbHa, HO pacKkpblTa HE IIOJIHOCTBbIO; pedepar
HOJTrOTOBJIEH B YCTAHOBIEHHBIH CPOK; OodopMieHHE, CTPYKTypa M CTHJIb H3JI0XKeHHs pedepara
COOTBETCTBYIOT NPENbIBISIEMbIM TpPeOOBaHUAM K O(OPMIIEHUIO JOKYMEHTA; pedepar BHIIOJIHEH
CaMOCTOSITENIbHO, MPUCYTCTBYIOT COOCTBEHHBIE 0000IIEHUS, 3aKIFOUEHHS U BBIBOJIBL; TIOJTOTOBJIECH
JIOKJIaJl, U3J1araéMblii C UCIOIb30BAHUEM OIIOPHOTO KOHCIIEKTA.

«3» (ynoBjeTBOpHTEJIbHO): TeMa pedepara akTyalbHa, HO PAcCKpbiTa HE MOJHOCTbHIO;
pedepar MOArOTOBIEH C HApPYIIEHWEM YCTAHOBJIEHHOI'O CpOKa IpEeICTaBiIeHUs; O(OpMIIEHUE,
CTPYKTYpa M CTHUJIb W3JIOXKEHHUs pedepaTa HE B IOJIHOM Mepe COOTBETCTBYIOT HPEAbABISEMbBIM
TpeOoBaHUSAM K O0(QOPMIICHUIO JOKYMEHTA; B LIEJIOM pedepar BHIIOIHEH CaMOCTOSTEIbHO, OJHAKO
OYEBH/IHO HAJIMYME 3aMMCTBOBAHHUM 0€3 CChIJIOK Ha MCTOYHHUKH; TOJTOTOBJIEH JOKJIAJA, N3JIaraeMbli
C MCIMOJIb30BaHUEM OIIOPHOTO KOHCIIEKTA.

«2» (HeylOBJIETBOPHUTEJBHO): TeMa pedepara akTyanbHa, HO HE pacKphbiTa; pedepar
MOJIFOTOBJIEH C HapyIIEHWEM YCTaHOBJIEHHOTO CpOKa IMpeACTaBiIeHUs; 0pOpMIIEHHE, CTPYKTypa U
CTHJIb U3JIOXKEHHUs pedepaTa HE COOTBETCTBYIOT HPEIbSBISEMBIM TPEOOBAHUSAM K O(OPMIICHUIO
JIOKYMEHTa; B pedepare 0ueBUIHO HAIMYNE 3HAUNTENIbHBIX 00BEMOB 3aMMCTBOBAaHUH 0€3 CCHIIOK Ha
VCTOYHUKU; JOKJIAJ] HE TOJATOTOBJIEH.

8.2.4 Kputepuu oueHKH TeCTUPOBAHUS
(popmupoBanue komnereniun YK-4, unnukarop MYK-4.1, UVK-4.2, UYK-4.3)
KomMmmploTepHoe TecTHpOBaHHE OLIEHHWBAETCS B COOTBETCTBUU C IMPOLEHTOM IPABHJIbHBIX
OTBETOB, IAHHBIX CTYJIEHTOM Ha BOIPOCHI TECTA.
CrangapTHasi 1IIKajla COOTBETCTBUS  PE3yJbTaTOB  KOMIBIOTEPHOTO  TECTHUPOBAHUS
BBICTABJIIEMOM OaJUTBHOM OICHKeE:
—  «OTJINYHO» - CBbIIIE 85% MpaBUIIbHBIX OTBETOB;
— «xopowmo» - oT 70,1% 1o 85% npaBuIIbHBIX OTBETOB;
—  «yAoBIETBOPUTENBHO» - OT 50,1% 10 70% npaBUiIbHBIX OTBETOB;
— 0ot 0 10 50% npaBUIBHBIX OTBETOB — «HEYAOBIETBOPUTEIIHHO
CranapTHBIN periaMeHT TECTUPOBAHNUS BKIKOYAET:
—  KOJIMYECTBO BOIPOCOB — 30;
— TPOAOKUTEIBHOCTh TECTUPOBaHMS — 60 MUHYT.
«5» (OTJIMYHO): TECTUPYEMBIN JEMOHCTPUPYET CUCTEMHBIE TEOPETUUECKUE 3HAHUS, BIIAJICET
TEPMUHAMH U 00JIaZlaeT CIIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOMPOCH TecTta. OO0yyaromuiics:
«4» (XopomIo): TECTUPYEMBIN B LIEJIOM AEMOHCTPUPYET CUCTEMHBIE TEOPETUUECKNE 3HAHUS,
BJIaJiceT OOJBITMHCTBOM TEPMHHOB M OOJIaJIa€T CIIOCOOHOCTHIO OBICTPO pearupoBaTh HA BOMPOCHI
TecTa.



«3» (YyIOBJIETBOPHMTEJIbHO): CHUCTEMHBIE TEOPETUUYECKHE 3HAHHUS Yy TECTUPYEMOTO
OTCYTCTBYIOT, OH BJIaJIe€T HEKOTOPHIMU TE€pPMUHAMH W Ha BOMPOCHI T€CTa pearupyer OCTaTOYHO
MEJIEHHO.

«2» (HeyI0BJIETBOPUTEIbHO): CHCTEMHBIE TEOPETUYECKHUE 3HAHUA Y TECTHPYEMOIO

OTCYTCTBYIOT, TepMI/IHOJ'IOFI/Ief/'I OH HC BJIaJACCT U HA BOIIPOCHI TECTA PECAarupyeT MEAJICHHO.

8.2.5. HroroBoe coorBeTcTBHE OAJNJBHOM IIKAJbI OIEHOK M  YPOBHeM

¢opMHPOBAHHOCTH KOMIIETEHUMH 10 TUCHMILVIHHE:

YpoBenb
chopMHUPOBAHHOCTH Onenka IMosicuenue
KOMIIETEHIINH

TEOPETUYECKOE COACPKAHHE U MPAKTUYECKHUE HABBIKU IO
5 JUCLUIUINHE OCBOECHBI ITOJHOCTHIO;

Bricokuii (OT;;H:HO) BCE IPEIyCMOTPEHHBIE MPOTPaMMOil oOydeHUs y4ueOHbIE

3aJaHus BBIIIOJIHEHBI HA BBICOKOM YPOBHE,

KOMITETEHIIMU cQOPMHUPOBAHBI

TEOPETUYECKOE COACPKAHUE U NMPAKTUYECKHUE HABBIKU IO

JUCLUIUIMHE OCBOECHBI ITOJHOCTHIO;

BCE IMPEIYyCMOTPEHHBIC MPOrpaMMOil OOyueHHs y4ueOHBIC

3aJaHMs BBIIIOJTHEHBI C HE3HAUNTEIbHBIMH 3aMEUaHUSIMU;

KOMIIETCHIIMH B LIEJIOM C(OPMHUPOBAHbI

TEOPETUYECKOE COIEPKAHNE U MPAKTHUECKUE HABBIKH I10

JUCHUIINIMHE OCBOCHBI 4YaCTH4YHO, HO HpO6eJII)I HE HOCAT

VY noBnerBopu- «3» CYILIECTBEHHOI'O XapaKTepa;

TETHHBIN (YIOBIETBOPUTENHHO) |OONBIIMHCTBO MPEAYCMOTPEHHBIX MPOrpaMMon 00ydeHUs
y‘IC6HBIX 3aJia4 BBIIIOJIHECHO, HO B HUX HMCIOTCA OHII/I6KI/I;
KOMITETEHIIMU cQOPMHUPOBAHBI YACTHIHO
TEOPETUYECKOE COACPKAaHUE U MPAKTUYECKUE HABBIKU IO
JUCLUIUIMHE HE OCBOCHBI;

OOJIBIIMHCTBO MPEIYCMOTPEHHBIX MPOTpaMMoil 00yUueHHs
y4eOHBIX 3aJaHuil OO HE BBINOJIHEHO, JTUOO0 CONEPKHUT
rpyOble OIIIOKH;

JIOTIONTHUTENbHAS ~ CaMOCTosATeNbHas  paboTa  Haj
MarcepuajioMm HE IMPHUBOAUT K KaKOMy-J'II/I6O 3HAYUMOMY
MOBBIIICHHUIO Ka4eCTBA BHIIIOJIHEHHS y4eOHBIX 3aJaHNH;
KOMIIETCHIIMU HE ChOPMHUPOBAHBI

«4»

Cpenmii (xoporto)

HeynosnerBopu- «2»
TEIbHBIN (HEYTOBJIETBOPUTEIHHO)

8.3. MeToanueckne Matepuajbl (TUIOBbIe KOHTPOJbHbIE 33/1aHNSA), ONpeeJisiIolue

pe3yJbTaThbl 00y4eHHs M0 JTUCHHUIINHE, COOTHECEHHbIE ¢ HHAUKATOPAMH 10CTHKCHHS

KoHTponbHBIE 3a/1aHNs, TPUMEHSEMBIE B paMKaxX TEKYIIEro KOHTPOJISI U IPOMEKYTOUYHON
aTTeCTaluy N0 JUCLHUILIMHE, HOCSAT YHUBEPCAIBHBIN XapaKTep U IPEIyCMaTpUBAOT BO3MOKHOCTD
KOMIUIEKCHOW OILEHKM BCEero Habopa 3asdBIIEHHBIX [0 JaHHOW JWCUUIUIMHE WHAWKATOPOB
c(OpPMHPOBAHHOCTH KOMITETEHIIUH.

8.3.1. Texkymmii KOHTPOJIb (Pa00TA HA NPAKTHYECKHUX 3AHATHSX)
(bopmupoBanue komnerennun Y K-4, uanukatop UYK-4.1, UYK-4.2, UYK-4.3)

IIpuMepsl 3aJaHNH 1JI NPAKTHYECKUX 3aAHATHI
Pasznea 1. TpynoycrpoiictBo. Ilpodeccuonanbubie komnerenunu. [lloprgoano
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.

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

3. Question:

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

6. Question:

Answer: | 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?

10



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...).

before.

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.

Pa3znen 2. YecTHAsi KOMMYHUKALIMS B CUTYalUAX 1€JI0BOI0 O01IEHU I
3aoanue 7. Quiz: Breaking the ice
7.1. You decide to attend an international conference. You have never attended such an event

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?

queue.

people.

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

d. Walk around the hall, pretending to be looking for someone. Avoid eye contact with other
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.
11



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 Iacocca, 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
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
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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

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

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?"

. "What sort of music do you like?"

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

. "You seem to have put on some weight".

. “I like your watch. A Rolex, isn’t it?”

O N DN KW
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14. “What do you think of the presentation?”

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 you at ___ (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.

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
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5. Agreement

6. Implementation of a course of action

Paznen 3. [IncbMeHHasi KOMMYHUKAIUS B CUTYallMsIX 1€JI0BOT0 00IIeHUS

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

. Date.
. Opening.

. Closing.
. Signature.

O 0 I ON DN K WK~

. Letterhead, address of writer.
. Name and address of recipient.
. References.

. Subject heading.
. Body of the letter.

10. Name and job title.

11. Enclosures.

3aoanue 18. Put the following business letter’s parts into correct order.
— Richard Jen, Sales Manager, Electro Ltd, Perry Road Estate Oxbridge UN

— 5442KF.

— Ilook 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. I 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.

1) Complaint letter

a) a document requesting information sent on behalf of an individual or an
organisation for their own respective purposes, which can be mutually
beneficial to the recipient and the sender.
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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 ¢) is used when one person/party wishes to express appreciation to another.
4) Application 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

8.3.2. Texkymmii KOHTPOJIb (IOATOTOBKA pedepara)
(dbopmupoBanue komnerennun Y K-4, uanukatop UYK-4.1, UYK-4.2, UYK-4.3)

IIpumepHblie TeMbl pedepaToB

CocraBneHue pe3romMe U TopTHOIMO Ha HHOCTPAHHOM SI3BIKE.

CobecenoBanue Mpy MprueMe Ha paboTy B MHOCTPaHHBIC KOMIIAaHUH.

JlenoBoii 3TUKET B PO(HECCHOHATLHOM OOIIEHUH Ha HHOCTPAHHOM SI3BIKE.

Oco0eHHOCTH TIPOBEIEHHS IEPETOBOPOB C MHOCTPAHHBIMU OM3HEC-TIAPTHEPAMH.

SBnenne «Small Talk» B 1emoBOM OOIIICHUN HA KHOCTPAHHOM SI3BIKE.

OcCHOBHBIE KOMIIOHEHTBI HEBEPOATHLHOTO OOIIEHUS C HHOCTPAHHBIMY OU3HEC-TTapTHEPAMH.
[TucbMeHHBIC KOMMYHHKAIIMU B JISJIOBOM OOIIICHUN HA HMHOCTPAHHOM SI3bIKE.

VoMbl B mpodecCHOHATBHOM OOIICHHH HA MHOCTPAHHOM SI3BIKE.

OcobeHHOCTH O(UIMATIBHBIX JICJIOBBIX ITMCEM Ha HHOCTPAHHOM SI3BIKE.

0. CoBpeMeHHBIE KOMMYHUKATHBHBIE TEXHOJOTHU B MPo(ecCHOHATLHOM OOIIEHUU Ha
MHOCTPAHHOM SI3BIKE.

SRR W=

8.3.3. Texkymmii KOHTPOJIb (TECTHPOBAHHUE)
(popmupoBanue komnerenuun YK-4, nunaukatop UYK-4.1, UYK-4.2, UYK-4.3)

IIpuMepHbIe BADHAHTBI TECTOBBIX 3a]aHUHI

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!
¢) 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.
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¢) 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!

¢) 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?

8. Which of these is the most formal way to introduce the subject of your telephone call?
a) [ want to talk about the sales conference in March.

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

c) 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 Bawie nucomo om 13 aneapsa mvl xomum Bac o3nakomume...
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. Cevinasace na naw menegonnslil pazzco060p Ha RPOWLNOIL Hederle. ..
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 Haut NOC1EOHUI KAMANLO02
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
17



4. Paovl cooouwgums Bam ycnosus nydaukayuu HayuHou cmamovu
a) We are pleased to inform you the publication terms

b) We are glad to receive your prompt reply

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

5. C nemepnenuem scoem 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. ITuwiy Bam, umoovl noxcanoeamovca Ha HEKAYECMEEHHOE 00CYHCUBAHUE
a) [ am writing to order a product

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

¢) [ am writing to complain about poor service

7. C ysascenuem
a) Yours sincerely
b) Yours

c) Best wishes

8. Ilo écem éonpocam odpawaitmecs Ko MHe 6 11000€ 8pems
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

Nk v

a

10.
11.

12.
13.
14.
15.

8.3.4. IIpoMe:KyTOYHBII KOHTPOJIb (BOIPOCHI K IK3aMEHY)
(bopmupoBanue komnerennuu Y K-4, unnukatop UYK-4.1, UYK-4.2, UYK-4.3)

IIpumepHBbIe BONPOCHI K IK3aMeHY

Maitte onpenenenune nouaruto «Business English» Ha pycckoM u aHrmiickoM si3bIKax.
HazoBuTe 0OCHOBHBIE TEPMUHBI JI€JIOBOTO OOIICHHSI HA MHOCTPAHHOM SI3bIKE

Packpoiite ocHOBHBIE acieKThl MOHATHUS «Business communication» Ha FHOCTPaHHOM $I3bIKE.
Ha3zoBuTe 0OCHOBHBIE MPaBHIIa COCTABIICHHUS PE3IOME HA HHOCTPAHHOM SI3BIKE.

Kakwue paznensl BXOAST B CTpyKTypy pe3tome? [lepedncnute nx Ha3BaHUS HA HHOCTPAHHOM
SI3BIKE.

[TpuBenuTe mpuMeEphl BOIPOCOB HA MHOCTPAHHOM SI3BIKE, KOTOPBIE MOTYT OBITH 3a/laHBbI
paboToaaTesieM Ha cOOECeIOBaHUH TIPU TPYI0yCTPOICTBE.

Uro Brirowyaer B cebs mpodeccuonansHoe moprdomuo? Ilepeuncnute Ha3BaHHS €ro
COCTaBJISIONTUX Ha HHOCTPAHHOM SI3BIKE.

Kakumu BorpocaMy MOKHO HauaTh JIETOBYIO Oecely Ha HHOCTPAHHOM SI3bIKE?

Packpoiite cymHocts moHsTUs «Breaking the ice» B memoBom 00meHnr Ha WHOCTPAHHOM
S3BIKE.

HazoBuTte cioco6s1 23 pexTHBHOTO BEACHUS JACIOBOM Oecenbl Ha HHOCTPAHHOM SI3BIKE.
PackpoiiTe CymHOCTh TOHATUS «HeBepOanbHass KoMMyHUKanus». Cdhopmynupyiite 3TO
oTpe/ieieHne Ha MHOCTPAHHOM SI3bIKE.

[TpuBenuTe mpuMepsl HeBepOaTbHOM KOMMYHHUKAITUN HA HHOCTPAHHOM SI3BIKE.

HazoBuTe npaBuia NMCbMEHHOT'O AEOBOTO OOIIEHUSI HA UHOCTPAHHOM SI3BIKE.

Packpoiite cymuocTs moustust «Small talky B nemoBom o01eHuN Ha HHOCTPAHHOM SI3BIKE.
[IpuBenuTe mpumepsl Oe3omacHbIXx Tem i «Small talk» B gemoBom oOmeHun Ha
WHOCTPAHHOM SI3BIKE.
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16. HazoBuTE NMpHUHIUIBI KOPPEKTHBIX JETIOBBIX Tele(OHHBIX MEPEroBOPOB HA MHOCTPAHHOM
A3BIKE.

17. llepeuncaure 0COOEHHOCTH JIETOBBIX BCTPEU M MEPETOBOPOB HA MHOCTPAHHOM SI3bIKE.

18. OnuiuTe cTpyKTypy OQHUIHMAIBHOTO JI€JI0BOI0 IMChbMa HA HHOCTPAHHOM SI3bIKE.

19. IlpuBenuTe npuMepsI COAEPKAHUS 1€I0BOIO NMChMa HA NHOCTPAHHOM SI3BIKE.

20. IlepeuyncauTe TUIIBI M CTUJIM JETIOBBIX MNCEM HA HHOCTPAHHOM SI3BIKE.
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