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1. Ilepevenb NJIaHUPYEMBIX Pe3yJIbTATOB H3y4YeHHUsI AUCHHUILIMHBI, COOTHECEHHBIX €
IVIAHMPYEeMbIMH Pe3yJIbTATAMM 0CBOCHHUSI 00pa30BaTeJIbHOM NPOrpaMMbl
B pamkax ocBOeHHS OCHOBHOM NpOQEeCcCCHOHATIBHON 00pa30BaTeNbHONW MPOrpaMMbl

OakanaBpuata OOydYalOIIMHCA JOJDKEH OBJAAETh CIEAYIOIIMMHU pe3yJibTaTaMd OOY4YEHHUs IO

JUCHHUITIINHE ((HHOCTpaHHBIﬁ SA3BIK HpO(i)CCCI/IOHaIIBHOFO O6H_I€HI/I$I>>:

Koa v HanumMeHoBaHue
KOMIIETeHI M

I/IH)II/IKaTOPLI JOCTHIKCHUSA KOMIICTCHIITUMA

VYK-4 CnocobeH npumMeHsITh
COBpEMEHHBIE
KOMMYHHKATUBHBIC TEXHOJIOTHH,
B TOM YHCJIE Ha
MHOCTpaHHOM(BIX) sI3bIKE(ax),
JUIS aKaJIEMUYECKOTro U
npodeccnoHaIbHOTO
B3aHUMOJICUCTBU

NVYK-4.1. YcranaBnuBaeT U pa3BUBACT MPOPECCHOHATHHBIE
KOHTAKTBI, OCYILECTBIISAET aKaJIeMU4ecKoe u
npodecCHOHATbHOE  B3aUMOJICHCTBUE C  TNPUMEHEHHEM
COBPEMEHHBIX KOMMYHMKATHBHBIX TE€XHOJIOTHI, B TOM 4HUCIIE
Ha MHOCTPAHHOM S3BIKE.

NYK-4.2. CocrtaBiseT M pEeIaKTUPYET AOKYMEHTAIMIO C
LEeNbI0 00eCTIeYeHHs aKaJIeMUYEeCKOTO U TPO(ECCHOHATBHOTO
B3aUMOJICHCTBHSI, B TOM UHUCII€ HA HHOCTPAHHOM SI3bIKE.
NYK-4.3. JleMoHCcTpHUpYET KOMMYHHUKaTHUBHYIO
KOMIIETEHTHOCTh B YCJOBHUSAX Hay4YHO-MCCIIEOBATEIbCKON U
MIPOEKTHOM JIEATEIILHOCTH M MPE3CHTAIH €€ Pe3yJbTaToB Ha
pa3IUYHbIX yOJIMYHBIX MEpONPUATHSIX, BKJIIOYast
MEXTyHApOJHbIE, B TOM YHCJIe HA HHOCTPAHHOM SI3BIKE.

2. Mecto nucunniinibl B crpykrype OITIOIT
VYueonas mucnumumaa b1.0.04 «MHOCTpaHHBIA S3bIK TPO(PECCHOHAILHOIO OOIICHUS
OTHOCHTCS K 00s13aTenbHOM YacTu nukia b.1 «/{uciummmaHbl (MOTYITH )».

3. O0beM AUCHUIUINHBI B 324€THBIX eITHHUIAX C YKA3aHHEM KOJHYECTBA aKaJeMHYECKHUX
4YacoB, BbIIeJIEHHbIX HA KOHTAKTHYI padoTy 00y4arouuxcs ¢ mpenoaanBaresieM (Mo BUIaM
3aHATHH) M HA CAMOCTOSATEIbHYIO PA00Ty 00y4YaK0IIUXCS

OO6mast TpymnoeMKoCcTh (00beM) TUCHUIUIMHBI «HOCTpaHHBIA S3BIK TPOPECCHOHATHHOTO
OOIIeHHS» COCTaBISET 4 3a4eTHBIE €IUHUIIBI.

O0béM TMCHUMIIIMHBI 10 BUIAM Y4eOHBIX 3aHATHH (B 4acax) — 3a04Hasi popma o0yueHus

Buj yuyeoHoii pa6oThi Beero Cemectpbt

4acoB 1 -
AyauTOopHbBIe 3aHATHUS (BCETro) 10 10 -
B ToM uucie: - - -
Jlexnuu - - -
[Tpaktuyeckue 3ausatus (I13) 10 10 -
Cemunapsi (C) - - -
JlaGopatopusbie pabotsl (JIP) - - -
CamocrosiTesibHas padora (Bcero) 125 125 -
B Tom umce: - - -
Kypcogoii mpoekt (pabota) - - -
PacuetHo-Tpaduueckue padboTb - - -
Pedepar 8 8 -
[ToaroToBka K MpakKTUIECKUM 3aHSTHIM 109 109 -
TectupoBanmue 8 8 -
Bun npoMexxyTO4HOH aTTecTaluy — 3K3aMeH 9 9




OO01mast TpyA0eMKOCTh Yac / 3a4. efl. 144/4 144/4 -

4. Conep:xkanue QU CHUNTHHBI
4.1. Pa3genbl TUCHUILIUHBI H TPYI0€MKOCTH 110 BUAAM y4eOHBIX 3aHATHI

3aounas opma

= § Buabl y4eOHbIX 3aHATHH, BKIIOYAS
Ne Pasien/tema g = | CcaMOCTOATEIbHYIO padoTy 00y4aOLINXCH, Yac
C = KonrakTHas padora CamocrosiTe/ib-
n/n JAucuunimabl
Bcero NpaKTHYeCKue Has padoTa
JIEKIMH
3aHATHSA 00y4aonmuxcs

1. | Paszpmen 1. 40 - 2 38

TpynoycTpoicTso.

[TpodeccronanbHbIe

komnetreHuu. [oprdonmo
2. | Pazmen 2. YcrHas 47 - 4 43

KOMMYHHKAIUS B

CUTYalUsX JI€JI0BOIO

oO01eHus
3. | Pasnmen 3. [lucemenHas 48 - 4 44

KOMMYHHKAIUS B

CUTYalUsX JI€JI0BOIO

oO01eHus
Bcero 135 - 10 125
JK3aMeH 9 - - -
Hroro 144 - 10 125

4.2. Coagepxanue pa3iejioB TUCHUNINHBI

Paznen 1. TpynoycrpoiictBo. [Ipodeccnonanbubie komnerenuuu. [loprdosano

CocraBjicHHE aHKEThl W pPE3IOME Ha WHOCTPAHHOM S3bIKE. YCTHOE coOeceloBaHHE Ha
WHOCTPAHHOM $3bIKEe NpHU TpHeMe Ha paboTy. [loaroToBka M mpe3eHTanus npodhecCHOHATLHOTO
nopTQOIMO Ha UHOCTPAHHOM SI3BIKE.

Pazien 2. YeTHasi KOMMYHHKAIUSI B CHTYAIHsIX 1€JI0BOT0 OOIIEHHUsI

Hauano nenmosoii Oecembl, mousite «Breaking the ice». Bemenme nenoBoit Gecenbl Ha
UHOCTpaHHOM si3bike. HeBepOanbnas kommyHukarust (Non-verbal communication). [lenoBbie
KOHTAaKThI U TIpaBHJIa JEJI0BOr0 OOIIeHUs Ha MHOCTpaHHOM si3bike. [Tousitue «A small talk» u ero
NPUMEHEHHE B JICIOBOM OOICHUH HAa MHOCTPAHHOM si3bike. [lenoBbie Tese()OHHBIC IEPEroBOPhI Ha
uHoctpanHoM s3bike  (Telephone communication). [lenoBble BCcTpeud H  TEPEroBOpbl  Ha
uHOCTpaHHOM s3bike (Business meetings & negotiations).

Paznen 3. [lucbMeHHAasi KOMMYHHKAIMS B CHTYAI[USIX 1€JI0BOTO OOIIeHUsI

Crpykrypa odumuansHoro paenoBoro nucbkMa. CopepkaHue ¢ CTWIb THCbMa Ha
UHOCTPAaHHOM $I3bIKE. THIIBI JICTIOBBIX ITHACEM.

4.3. llpakTuyeckue 3aHATHA / 1a0OpPaTOPHbIE 3aHATUS
3anstue 1. TpynoycrpoiictBo. [Ipodeccuonansubie komnereHnuu. [oprdonno

3ansTue 2-3. YcTHass KOMMYHHUKAIHS B CUTYAIHSIX J€JI0BOTO OOLICHUS
3anstue 4-5. [IucbMeHHass KOMMYHHKAIUS B CUTYalUsIX J€JI0BOTO OOIIEHNUs

5. YueOHO-MeTOANYECKOE U HH(POPMAINIMOHHOE o0ecniedyeHne TUCIUIIUHbI

5.1. OcHoBHas JIMTepaTypa



1. Pompraiizep, A. A. English : Fundamentals of Business Communication = AHTIuicKuit
SI3BIK: OCHOBBI JICJIOBOTO OO0IIEeHUs : yueOHoe mocodue : [16+] / A. A. Ponbraiizep, A. A. Pecenuyk ;
KemepoBckuii rocynapctBeHHbld yHUBEpcUTET. — KemepoBo : KemepoBCKuil rocynapCTBEHHBIN
yHuBepcuret, 2022. — 162 c. : ui., Tadi. —

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

2. ®okuna, O. A. AHIIHHACKUH SA3BIK B cepe 1eT0BO KOMMYHUKAIMH | y4eOHOe ocodue /
O. A. ®okuna, U. A. I'pebennukoBa ; [Ipuamypckuii rocynapcTBeHHbIl yHUBepcuTeT uM. [llomom-
Aneiixema. — bupobumkan : Ilpmamypckuil rocynapcTBeHHbI yHuBepcurer umeHu llomom-
Aneiixema, 2023. — 109 c. : umi. —

URL.: https://biblioclub.ru/index.php?page=book&id=702859

5.2. lonotHUTEIbHAS JTUTEPATypPa

1. Xpamuenko, B. E. JlenoBoe obmieHue ¢ 3apy0eXKHBIMH MTapTHEPAMH : yueOHOe TTocodue :
[16+] / B. E. Xpamuenko. — KemepoBo : KemepoBckuii rocynapcTBeHnblii ynusepeutet, 2013. —
110 c. — URL: https://biblioclub.ru/index.php?page=book&id=232400

2. Yuruna, H. B. JlenoBoe oOiieHne Ha MHOCTPAHHOM sI3bIKE : ydeOHoe mocobue : [16+] /
H. B. Yuruna, E.TI'. byxBanoBa, C. B. Ceipeckuna ; CamapCkuil TOCYJapCTBEHHBIN arpapHbIi
yauBepcuteT. — Kunens : Camapckuil rocyiapcTBeHHbIN arpapHblid yHuBepcurert, 2020. — 113 c. —
URL.: https://biblioclub.ru/index.php?page=book&id=611425

5.3. JIuleH3HMOHHOE MPOrpaMMHoOe odecrevyeHne

1. Microsoft Windows 10 Pro
2. Microsoft Office 2007

5.4. CoBpemeHHble npodeccHOHANBbHBIE 0a3bl JAaHHBIX M HHGpOPMALMOHHBbIE
CIIPaBOYHbIE CHCTEMBI

1. Kommerotrepusie nH(OPMAaLIMOHHO-TIPABOBHIE CUCTEMBbI «KoHcynpTanT»
http://www.consultant.ru/, «I"apauT» http://www.garant.ru/

2. OBC «YHuBepcureTckas bubnnoreka oraiin» https://biblioclub.ru/index.php/

3. Hayunas snextpoHHas 6ubroTeka http://wwwe.elibrary.ru/

4. Hayunas snekTponHast oubnmoreka «KubepJlenunkax» https://cyberleninka.ru/

5. YuuBepcuretckas nHdopmanmonHas cucrema Poccus https://uisrussia.msu.ru/

6. Emunoe okHO gocTyma K oOpa3zoBaTenbHbIM pecypcam DenepaibHblii  mOpTal
http://window.edu.ru/

7. DnekTpoHHO-0MOMMoTeHas cucteMa «Jlanpy https://e.lanbook.com/

8. Caiit xxypHana «Mosomoii yaensiii» https://moluch.ru/

9. HarronanbHas 3JeKTpoHHast oubaroTeka https://rusneb.ru/

10. O6pazoBarenbHast miathopma «FOpaiiT» https://urait.ru/library/svobodnyy-dostup

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

12. Hayunbsle MeponpusaTus: KOH(EPEHINH, KypHaJIbl, KOHKYPCbl, MOHOTpaduu, COOPHUKH
Hay4HbIX Tpya0B https://kon-ferenc.ru/

13. AHrnuiickuii TOJIKOBBIH ciioBapb http://www.wordreference.com/

14. baza aHI10-pyCcCKUX, PYCCKO-aHTIIMICKUX M aHTJIMICKUX TOJIKOBBIX CIIOBapei
http://www.diclib.com/

15. Pyccko-aHrnuiickue cioBapu Ha «Akagemukey https://dic.academic.ru/

16. TecTsl Tpex ypOBHEH CIOKHOCTH. TecThl Ha KOHKPETHBIM MaTepuad W OOIIHUE TECTHI
https://www.homeenglish.ru/Tests.htm

17. Tlpoext «KynbpTypa nucbMeHHO# peun» http://www.gramma.ru/

18. «I'pamora.Py»: cipaBouHo-uH(pOpMaoHHbIi mopTan http://www.gramota.ru/

6. MaTepuajabHO-TeXHUUYECKOE o0ecTedeHre I CIUTIIMHBI

1. JIeknmoHHas ayIuTOpHs, ayIUTOPHS JJI TPYNIOBBIX U HHINBHUIYAIbHBIX KOHCYJIbTAIUH,
OCHAIIIEHHas] KOMIUJIEKTOM MeOenu Juisi ydyeOHOro mpoliecca, y4eOHOM JOCKOM, MepcoHaTbHBIM
KOMITBIOTEPOM, IIJIA3MEHHOW MAHEIBIO.


https://biblioclub.ru/index.php?page=book&id=702299
https://biblioclub.ru/index.php?page=book&id=702859
https://biblioclub.ru/index.php?page=book&id=232400
https://biblioclub.ru/index.php?page=book&id=611425
http://www.consultant.ru/
http://www.garant.ru/
https://biblioclub.ru/index.php/
http://www.elibrary.ru/
https://cyberleninka.ru/
http://nocache.lib.tusur.ru/ru/resursy/bazy-dannyh/uis-rossiya
http://uisrussia.msu.ru/
http://window.edu.ru/
http://edu.ru/
http://window.edu.ru/
https://e.lanbook.com/
https://moluch.ru/
https://rusneb.ru/
https://urait.ru/library/svobodnyy-dostup
https://magister-spb.ru/#o_nas
https://kon-ferenc.ru/
http://www.wordreference.com/
http://www.diclib.com/
https://dic.academic.ru/
http://www.gramma.ru/
http://www.gramota.ru/

2. Aynutopus Uid TPOBENEHUS MPAKTUYECKUX M CEMHHAPCKUX 3aHATUH, TEKYILEro
KOHTPOJSI M TPOMEXYTOYHOW aTTeCTallMH, OCHAIICHHAs KOMIUIEKTOM MeOenu i y4eOHOTo
nporiecca, yaeOHOH JOCKOM, MepCOHATBHBIM KOMIIBIOTEPOM, IJIA3MEHHOMN TTaHENbIO.

3. Ayauropus Ansi CaMOCTOSITENIbHON PabOThI CTYJICHTOB, OCHAIIICHHAs! KOMILJICKTOM MeOenn
JUIsl yueOHOro mpolecca, y4eOHOM JOCKOW, MEepCOHANBHBIMU KOMIIBIOTEPAMH C BO3MOKHOCTHIO
MOJIKIIIOUEHUS K ceTH «VHTEpHET» U JOCTYIIOM K 3JIEKTPOHHON HH()OPMAIIMOHHO-00pa30BaTeIbHON
cpene YHHUBEpCUTETA.

1. MeToauuyecKkue PEKOMEHIAUH IO OPpraHu3aliuv U3Yy4YCHUA TUCHUIIJINHBI

7.1. MeToanuyeckue peKOMEHIAIUH MPenoIaBaTeio

JlanHblid paszen HacTosmied pabouell mporpamMmbl NpeJHAa3HAueH Uil HAYMHAIOUIMX
IpernojiaBaTesei u CrenualucTOB-IIPAKTUKOB, HE UMEIOLIUX OIbITA IPENoJaBaTeIbCKONH padOThlI.

JucturuimHa «MHOCTpaHHBIA  SI3BIK  TPO(ECCHOHATBHOTO OOIIeHUs» (OPMHUPYET Y
oOyuaromuxcst komnereHuuo YK-4. B ycnoBusx KOHCTpyHpOBaHUs 00pa30BaTENIbHBIX CUCTEM Ha
IPUHIUIIAX KOMIIETEHTHOCTHOIO IIOAXO0Ja MPOM30LLIO KOHUENTYaJIbHOE HW3MEHEHHE POJIH
npenojasareis, KOTOpBbIM, HapsALy C TPaJULUOHHOM pOJIbI0 HOCUTENS 3HAHWH, BBINOIHSCT
(GYHKLHMIO OpraHu3aTopa HAy4HO-TIOMCKOBOM paboThl 00yUaromerocsi, KOHCYJIbTaHTa B MPOLIEAYPaX
BbIOOpa, 00pabOTKM M MHTEpHpeTanuu UHGOPMAIMK, HEOOXOJUMOM Ul MPAKTUYECKOro AeHCTBUS
U JlaJbHEHILIEro pa3BUTHUS, YTO JOHKHO 0053aTENbHO YUYUTHIBATHCS MPU MPOBEIECHUU JIEKIIMOHHBIX
U MPAKTHUYECKUX 3aHATUH 10 qucuuIuinee «VIHOCTpaHHBIN A3bIK MTPOPECCHOHATBHOTO OOIECHUS.

[IpenogaBaHue TeOpeTUUYECKOro (JIEKIMOHHOI0) MaTepraia no Jucuuiuinie «/HocTpaHHbIN
A3bIK  IPO(QECCUOHATIBHOTO OOLICHMS» OCYLIECTBISETCS Ha OCHOBE MEXAUCLUUILUIMHAPHON
MHTETPAllUN U YETKUX MEXIUCIHUIUTMHAPHBIX CBA3EH B paMKax 0Opa30oBaTEIbHON MPOTpPaMMBI U
yueOHoro maaHa no Hanpasienuto 44.04.01 Ilenarorudeckoe o6pa3oBaHue.

[TongpoOHOE conmepkaHWE OTHENBHBIX pPa3/eNoB JAUCHUIUIMHBL «HOCTpaHHBIN  SI3BIK
npodecCHOHATIBLHOIO OOIEHH» paccMaTpuBaercs B 11.4.2 paboyeil mporpaMMBsl.

Metoauka onpeeneH st ”TOTOBOTO CEMECTPOBOTO PEHTHHTa 00YJaOIerocs 1Mo AUCIUILTNHE
«lHOCTpaHHBIH A3BIK HpodecCHOHATBHOIO oO0IeHus» mnpenactasieHa B cocrase POC 1mo
JTMCIUTUIMHE B I1.8 HACTOsIIEeH pabodeld mporpaMMel.

[TpumepHble Tembl pedepaToB M BapHAHThHl TECTOBBIX 3aJaHUM Js TEKYILEro KOHTPOJIS U
nepeyeHb BOIPOCOB K 3K3aMEHY MO JUCHUIUIMHE npezacTaBieHbl B coctrae ®OC nmo AucuUIIIMHE B
1.8 HacToAIIel paboyeil mporpaMMmel.

[lepeueHr OCHOBHOM M JIOMOJHUTENBHOW JUTEpAaTyphl U HOPMATUBHBIX JOKYMEHTOB,
HEOOXO/JUMBIX B XOJ€ NpEenoJiaBaHus JUCHMILIMHBI «VHOCTpaHHBIA S3BIK MPO(ECCHOHATBEHOIO
oOuieHus», mNpuBeleH B 1.5 Hacrosmiedl paboueld mnporpammel. IlpenomaBarento cremyer
OpPUEHTHPOBATh 00YUAIOIIUXCS HAa UCIOJIb30BaHNE MIPU MOATOTOBKE K MPOMEXKYTOUHOM aTTecTaluu
OpUTHMHAJILHOM BEPCUU HOPMATHUBHBIX IOKYMEHTOB, IEHCTBYIOIINX B HACTOSIIIEE BpEMSI.

7.2. MeTroanyeckue yKazaHus 00y4arummMcs

[Tonydyenue yriayONeHHBIX 3HAHMH MO JUCHMIIMHE JOCTUIaeTCsl 3a CUeT aKTUBHOU
CaMOCTOSITENIbHON paboThl oOydaromuxcs. BeigenseMble yachl 11e€1eco00pa3HO MCIOJIb30BaTh IS
3HAKOMCTBA ¢ y4eOHOH M HayyHOU JMTepaTypoil Mo mpobiieMaM AMCUUIUIMHBI, aHATU3a Hay4HBIX
KOHIIEITIIHIA.

B pamMkax OUCHMIUIMHBI IPEIYCMOTPEHBI pa3inyHble (POPMBI KOHTPOJIS YPOBHS JTOCTUKEHHUS
00y4aroIMMUCS 3asBJIIEHHBIX HHANKATOPOB OCBOEHUS KOMMETeHIUH. Dopma TeKyIEero KOHTPOIIs —
aKkTUBHas paboTa Ha MPAKTUYECKUX 3aHATUAX, MOJATOTOBKa pedepaTa, TectupoBanue. Dopmoit
MIPOMEXKYTOUYHOTO KOHTPOJIS MO JaHHOW JUCHMIUIMHE SBISIETCd S5K3aMEH, B XOJe KOTOPOro
OLICHUBACTCS YPOBEHb JIOCTMKEHHS OOy4yaroIIMMHUCS 3asBJICHHBIX HWHAWKATOPOB OCBOEHUS
KOMIIETEHITHH.

MeTtondeckue yka3aHus 10 OCBOEHUIO JUCIUIINHBL.

Jlek1MoHHbIE 3aHATHS MPOBOJSATCS B COOTBETCTBHM C COJEpXKaHUEM HacTosied paboueit
IpOTpaMMbl U IPEACTABISIIOT COO0M N3TI0KEHHUE TEOPETUUECKUX OCHOB IUCIUITIIMHBI.

[Tocemienne NEKIIMOHHBIX 3aHATHI SIBIISIETCA 00S3aTENbHBIM.




KoHcriekTHpoBaHUE JIEKIIMOHHOTO Marepuaja JOMYCKaeTCsl KaKk ITMChbMEHHBIM, TaK U
KOMITBIOTEPHBIM CIIOCOOOM.

PerynsipHoe moBTOpeHHE MaTepuaia KOHCHEKTOB JIEKIHMH MO KaXKIOMY pa3lely B pamKax
MOATOTOBKH K TCKYILIHUM (bOpMaM aTTeCTanuu 110 AUCHUIIIIMHE ABJISACTCA OAHHUM M3 Ba)KHEHIITNX
BHUJIOB CAMOCTOSITEIIBHON PaOOTHI CTYACHTA B TEUCHUE CEMeCTpa, HEOOXOJUMOM ISl KaueCTBEHHOI
IOArOTOBKH K HpOMe)KyTO‘-IHOﬁ aTTeCTalluy 110 AUCITHUITIINHEC.

[lpoBeneHne  MPaKTHYECKUX  3aHATHH 10  jauciuiuinHe  «HOCTpaHHBIA  SI3BIK
npoeCCHOHATBLHOTO OOIIEHHS» OCYIECTBISETCS B CIEAYIONMX (hopMax:

— aHaJu3 MpaBOBOMU 0a3Hl;

— OMpoC IO MarepualiaM, PacCMOTPEHHBIM Ha JEKLUUSIX M H3YYEHHBIM CaMOCTOSATEIbHO IO
PEKOMEHI0BAaHHOM JIUTEPATYPE;

— aHanu3 ¥ 00CYXKAEHUE MPAKTUUECKUX CUTYallUi 110 TEMaM.

[Tocemenne npakTHUECKUX 3aHATHH U aKTUBHOE y4aCTHE B HUX SIBIISIETCS 005S3aTEIIbHBIM.

[TonroroBka K MpaKkTUYECKUM 3aHATHSAM O0S3aTENbHO BKJIIOYAET B ce0S M3ydyeHUe
KOHCIIEKTOB JIEKIIMOHHOIO MaTepuaja M PEKOMEHJOBAHHOM JINTEpAaTypbl M aJeKBAaTHOIO
NOHMMAHUS YCJIOBHUS U crnoco0a pelleHusl 3alaHui, 3alylaHUpOBAaHHBIX IIPENOJAaBaTEIeM Ha
KOHKPETHOE IIPAKTUYECKOE 3aHATHE.

Metoauyeckie  yKasaHHWs 1O  BBINOJHEHHWIO  PAa3IUYHBIX  (OPM  BHEAYIUTOPHOM
CaMOCTOSTENIbHOW PabOTEhI

M3yyeHre OCHOBHOW W JIOTIOJHUTEIbHOW JUTEpPATypbl, a TaKK€ HOPMAaTUBHO-NPABOBBIX
JIOKYMEHTOB 110 AMCLMIUIMHE MIPOBOAUTCS Ha PETYJISPHOM OCHOBE B pa3pe3e KaXJOoro paszesia B
COOTBETCTBUU C IPUBEIECHHBIMU B 1./ paboyeil mporpaMmbl pEKOMEHIALUAMHU ISl TIOJTOTOBKHU K
IPOMEXYTOUHOW aTTecTaluud Mo AucuuIuinHe «MHOCTpaHHBIM S3bIK  MPOGECCHOHATBLHOIO
oOuieHus». CrnucoK OCHOBHOM M JOIOJHUTENIBHON JUTEpPaTypbl U 00sA3aTENbHBIX K HM3YyYEHHIO
HOPMATHUBHO-IIPABOBBIX JIOKYMEHTOB [0 IUCHMIUIMHE NpPUBEACH B I.D Hacrosed pabouei
nporpammel. Crenyer oTnaBaTh NPEANOYTEHHE UW3YUYEHUIO HOPMATHUBHBIX JOKYMEHTOB I10
COOTBETCTBYIOIUM pa3JeslaM JUCLUUIUIMHBI 110 CPAaBHEHUIO C UX aJallTUPOBAHHOM MHTEpIpeTanuei
B yueOHOM JUTEpaType.

MeToauyeckne yKa3aHus 0 NOATOTOBKE K NPOMEKYTOYHON aTTeCTalluu

[TpomexxyrouHast arrectanmus 1o aucuuruinHe «VHOCTpaHHBIA SA3BIK MPO(HECCHOHATBLHOTO
oOmieHus» MpoxoauT B (opme sk3ameHa. [IpuMepHbIl mepeueHb BOMPOCOB K 3K3aMEHY IO
quciumuinie «MHOCTpaHHBIN S3bIK MPOQPECCHOHAIBHOIO OOILIEHUS» U KPUTEPUU OLIEHKH OTBETa
oOyyarolierocss Ha »5K3aMeHe JUIsd IeJed OIEeHKH JOCTHXKEHMs 3asBIEHHBIX HWHJIUKATOPOB
c(hOpMUPOBAHHOCTH KOMIETEHIINU TIpuBeAeHBI B cocTaBe POC mo IUCHUIIIMHE B 1.8 HACTOSIIEH
paboueil mporpamMmsl.

OOyuaromuiicst Jo0MycKaeTcsl K MPOMEKYTOYHOW aTTeCTalluy M0 JUCLMIIIMHE HE3aBUCHUMO OT
pE3yJIBTaTOB TEKYLIETO KOHTPOJIS.

8. DoHJ OLIEHOYHBIX CpEeaACTB MO JMCHUIIJINHE

8.1. IlepeueHb KOMIETEHUHWH ¢ yka3aHHWeM JTanoB HUX (opMHpOBaHUS B mpouecce
OCBOCHUS IMCUMIIMHBI. DOPMBI KOHTPOJIs (POPMHUPOBAHUS KOMIIETEHIH

Kon u NuaukaTopsbl J0CTHKEHUS JTansl
HAaUMeHOBaHHe KOMIIeTeHIIUH ®opma ¢opmupoBanus
KOMIIeTeHI Ui KOHTPOJIS (pa3neJnbl
JMCIUIJIMHBI)
YK-4 Criocoben NVYK-4.1. VYcranaBauBaer u | [IpomexxyTounsiit
MIPUMEHSITh pa3BuBaeT MpodecCHOHaTIbHBIE KOHTPOJIb:
COBPEMEHHBIE KOHTaKTHlI, OCYILIECTBIISET 9K3aMEH
KOMMYHUKATHBHBIE aKaJgeMHUYeCcKoe u Texymmit Pasgensr 1-3
TEXHOJIOTHH, B TOM npodeccuoHaIbHOe KOHTPOJIb:
YHUCIIe Ha B3aUMOJICVICTBHE c OnpocC Ha
MHOCTPaHHOM(BIX) IIPUMEHEHHEM COBPEMEHHBIX | INPAKTUYECKUX




s3bIKe(ax), IUis KOMMYHHUKATHUBHBIX TEXHOJIOTHUH, 3aHATHUSAX;

aKaJeMUYECKOro U B TOM YHCJIE€ HAa HHOCTPAHHOM pedepar;
po(ecCHOHATEHOTO | SI3BIKE. TECTUPOBAHUE
B3aNMMOICHCTBUSI NVYK-4.2. CocraBisieT nu

pEIaKTHPYET JOKYMEHTAIUI0 C

LIEJIBIO obecrneueHuUs

aKaJIeMUYECKOro u

poeCCHOHATBLHOTO

B3aUMOJCICTBUSA, B TOM YHUCIE
Ha UHOCTPAHHOM SI3BbIKE.
NYK-4.3. JemoHCTpUpyeT
KOMMYHUKATUBHYIO
KOMIIETEHTHOCTh B  YCIIOBHSIX
HAay4YHO-UCCJIENOBATEIbCKON U
MIPOEKTHOM  ACATENBHOCTU U
IIPE3CHTALMM €€ PEe3yJbTaTOB Ha
pa3IMYHBIX MyOIMYHBIX
MEPOIPUATHSX, BKJIIOYAs
MEXIyHApOAHbIE, B TOM YHCIIE
Ha MHOCTPAHHOM SI3BIKE.

8.2. Iloka3aTe/in U KPUTEPUHU OLleHUBAHUS KOMIIETEHIUHA NMPU M3yYeHUH TUCUMILIUHBI,
ONHCAHME IIKAJ OLCHUBAHUS

8.2.1 Kputepuu olleHKH 0TBeTa HAa IK3aMeHe

(bopmupoBanue kommerenun YK-4, unaukarop UYK-4.1, UVK-4.2, UYK-4.3)

«5» (0OTIMYHO): O0Oy4YaroIIUKCA JEMOHCTPUPYET CHCTEMHBIE TEOPETUYECKUE 3HAHMS,
IPAaKTUYECKHE HABBIKY, BIIaJIeeT TEPMUHAMH, JI€TaeT apryMEHTUPOBAHHbBIE BBIBOJbI M 0000IICHN,
IPUBOJIUT MPUMEPHI, NTOKA3bIBAET CBOOOJHOE BIJIAJICHUE MOHOJOTMYECKOW PEUbl0 U CHOCOOHOCTh
OBICTPO pearupoBaTh Ha YTOUHSIOLINE BOIPOCHI.

«4» (xopomio): oOyyaroUMiicss JAEMOHCTPUPYET NPOYHbIE TEOPETHUUECKUE 3HaHMS,
IPAaKTUYECKHE HABBIKY, BIIaJIeeT TEPMUHAMH, J€JIaeT apryMEHTUPOBAaHHbIE BBIBOJIbI U 0000LIEHN,
IPUBOJIUT IMPHUMEPHI, MOKa3bIBa€T CBOOOJHOE BIAJEHHE MOHOJIOTMYECKON peublo, HO IPU 3TOM
JIeNlaeT HECYIeCTBEHHbIE OLIMOKM, KOTOpble OBICTPO HCHPABISET CaMOCTOSTEIBHO MM TpHU
HE3HAYUTEJIbHON KOPPEKIUU IPETIOJaBATEIIEM.

«3» (YIOBJIETBOPHUTEJIbHO): O0Yy4JaIOUIUICd JAEMOHCTPUPYET HErayOOKHE TEeOpeTHYeCKue
3HaHMS, MposBIAET cnabo cOpMUpPOBAHHBIE HABBIKM AaHAJIW3a SIBICHUH W  IPOLECCOB,
HEJ0CTaTOYHOE YMEHUE JENIaTh apryMEHTUPOBAHHBIE BHIBOJIBI U IPUBOJIUTH IPUMEPSHI, TIOKa3bIBACT
HEJ0CTaTOYHO CBOOOJHOE BIJIAJICHME MOHOJIOTMYECKON peublo, TEPMHMHAMH, JIOTHYHOCTHIO U
MOCJIEI0BATEIbHOCTBIO HM3JI0KEHUS, JAeNaeT OIMMOKM, KOTOpble MOXKET HCIPAaBUTh TOJBKO IPHU
KOPPEKLNHU MTPENOIaBATEIIEM.

«2» (Hey/10BJIeTBOPHUTEIbHO): OOYUYaIOIIMNACA NEMOHCTPUPYET HE3HAHUE TEOPETUUYECKUX
OCHOB IIPEIMETA, OTCYTCTBHE INPAKTUYECKHUX HABBIKOB, HE YMEET JeNaThb apryMEHTHPOBAHHBIC
BBIBOJIbI U TPUBOJUTH HPHUMEpbI, MOKa3bIBaeT cj1aboe BIAJEHUE MOHOJIOTMYECKOM peublo, He
BIIQJICET TEPMUHAMH, IPOSBISIET OTCYTCTBHE JIOTMYHOCTH M IIOCJIEAO0BATEIBHOCTH H3JI0KECHHUS,
Jenaer oOmHOKM, KOTOphle HE MOXKET HCIPAaBUTh JaXe IpH KOPPEKIHH IpernojaBaTeieM,
OTKa3bIBAETCS OTBEYATh HA JOTIOJHUTEIbHBIE BOIIPOCHI.

8.2.2 Kputepum oieHKH padoThl 00y4aomerocss Ha NPaKTHYeCKUX 3aHATHAX

(bopmupoBanue komnerenmu YK-4, uaaukarop MYK-4.1, UVK-4.2, UYK-4.3)

«5» (OTJIMYHO): BBITIOJHEHBI BCE TMPAKTHUECKUE 3aJaHHs, TPETyCMOTPEHHBIE
NPAaKTUYECKUMHU 3aHATUAMHU, OOydaroluiics 4eTko U 0e3 OmMOOK OTBETHJI Ha BCE KOHTPOJIbHBIC
BOTIPOCHI, aKTUBHO Pa0OTal Ha MPAKTHYECKUX 3aHATHSIX.



«4» (Xopouio): BBIMOJHEHb BCE MPAKTUYECKUE  3aJaHHsl, MPEITyCMOTPEHHBIE
NPAaKTUYECKUMHU 3aHATHAMU, OOYYAIOIIUICSI ¢ KOPPEKTHPYIOIIUMH 3aMEYaHUSIMHU HpenoaBaTess
OTBETUJI Ha BCE KOHTPOJIbHBIE BOMPOCHI, JOCTATOYHO aKTUBHO pabOoTajl Ha MPAKTUUYECKUX 3aHATHUSX.

«3» (Y10BJIETBOPUTEJIbHO): BBIIIOJHEHBI BCE MPAKTUYECKUE 3aJaHUS, TPEIYCMOTPEHHbIC
MPAKTUYECKUMH 3aHATHSAMH C 3aMEYaHHUSIMM TpEenojaBaTelis; OOydyarou[uiicss OTBETUJ Ha BCe
KOHTPOJIbHBIC BOIIPOCHI C 3aMCUYAHUSAMMU.

«2» (Heya0BJIETBOPUTEIbHO): OOYUYAIOLIUIICS HE BBITOJIHUI WU BBIMOJIHUI HEMPABUIBLHO
NPaKTUYECKHE 3aJaHus, MPEAYCMOTPEHHBIE MPAKTUYECKUMHU 3aHATUAMHU; OOYYArOIIMNACS OTBETHII
Ha KOHTPOJIbHBIE BOIIPOCHI C OIIMOKAMU HJIM HE OTBETUJI Ha KOHTPOJIbHBIE BOIIPOCHI.

8.2.3 Kpurepumn onenku pedepara

(bopmuposanue komnereniun YK-4, uagukatop UYK-4.1, UVK-4.2, UYK-4.3)

«5» (oTIM4HO): TeMa pedepaTa akTyallbHA M PACKPBITA IMOJHOCTHIO; pedepar MoAroTOBICH
B YCTaHOBJIEHHBIN CPOK; oopmiieHue, CTPYKTypa U CTHIIb M3JI0KEHHs pedepaTa COOTBETCTBYIOT
IpEIbABISIEMBIM TPEOOBAaHHUAM K O(OPMIICHUIO JOKYMEHTA; pedepar BBIINOIHEH CAMOCTOSITEIBHO,
MPUCYTCTBYIOT COOCTBEHHbIE 00O0OIIEHUS, 3aKIOYEHHUS W BBIBOJBI, IOJATOTOBJICH JOKJIAJ,
u3JIaraeMblii 0€3 UCIIOIb30BaHMs OIIOPHOTO KOHCIIEKTA.

«4» (xopomo): Tema pedepara akTyalbHa, HO pacKpbiTa HE MOJHOCTHIO; pedepar
MOJTOTOBJICH B YCTAHOBJICHHBIH CpOK; O(OpMIIEHHE, CTPYKTypa M CTHJIb H3JIOXKEeHHS pedepara
COOTBETCTBYIOT MPEIbSBISIEMbIM TPeOOBaHUSAM K O(DOPMIICHUIO TOKyMEHTa; pedepar BHIOIHEH
CaMOCTOSITEIIbHO, IPUCYTCTBYIOT COOCTBEHHBIE 00O0OIICHUS, 3aKIFOUCHHS U BBIBOBI; TTOATOTOBJICH
JOKJIaJl, U3J1araeMblii C UCIIOIb30BAaHUEM OMOPHOTO KOHCIIEKTA.

«3» (ynoBjeTBOpHTEJIbHO): TeMa pedepara axkTyasbHa, HO PACKpHITA HE MOIHOCTHIO;
pedepar MOATOTOBICH C HAPYIIEHUEM YCTAHOBJICHHOIO CpOKa MpeAcTaBieHus; odopMICHHE,
CTPYKTYpa M CTWJIb M3JIOKEHHUs pedepaTa HE B IMOJHOW MEpPE COOTBETCTBYIOT MPEABSBISIEMBIM
TpeOoBaHUSAM K OQOPMIICHUIO JOKYMEHTa; B L[EJIOM pedepar BBHIIOIHEH CAMOCTOSTEIbHO, OJHAKO
OYECBHUIHO HAJTMYME 3aMMCTBOBAaHMI 0€3 CChIIOK Ha MCTOYHHMKH; TIOJTOTOBJICH JOKJIAJ, N3JIaraeMbli
C UCIOJIH30BAaHHEM OMOPHOTO KOHCIIEKTA.

«2» (HeylIOBJIETBOPUTEJIBLHO): Tema pedepara axTyanbHa, HO HE pacKphITa; pedepar
MOJTOTOBJIEH C HapyIICHWEM YCTaHOBIEHHOTO CpOKa MpeacTaBieHUs; ohopMIICHHE, CTPYKTYpa U
CTHJIb M3JIOXKEHHUsI pedepaTa HE COOTBETCTBYIOT HPEIBSBISEMBIM TPEOOBAHUSM K O(OPMIICHUIO
JIOKYMEHTa; B pedepare 04eBUAHO HAJUYME 3HAUUTENIBbHBIX 00bEMOB 3aMMCTBOBAaHMUN 0€3 CCHUIOK
Ha UCTOYHWKH; JTOKJIAJ HE TIOATOTOBJICH.

8.2.4 Kpurepuu OlleHKH TeCTHPOBAHUS
(bopmupoBanue komnereHunu YK-4, unaukatop MYK-4.1, UYK-4.2, UYK-4.3)
KomnbroTepHoe TeCTHMpOBaHUE OLIEHHWBAETCS B COOTBETCTBUU C IPOLIEHTOM IMPaBHIIBHBIX
OTBETOB, JAHHBIX CTYIEHTOM Ha BOTIPOCHI TECTA.
CranpmapTHas IIKaJa COOTBETCTBUS  PE3yJIbTATOB  KOMIBIOTEPHOI'O  TECTUPOBAHUS
BBICTaBJIIEMOI OaJUIbHOH OLIEHKE:
— «OTJIMYHO» - CBBIIIE 85% MPaBUIIbHBIX OTBETOB;
— «xopowo» - oT 70,1% 1o 85% npaBuIbHBIX OTBETOB;
—  «yZnoBIETBOPUTENBHO» - OT 50,1% 10 70% npaBuiIbHBIX OTBETOB;
— 01 0 10 50% npaBUIBHBIX OTBETOB — «HEYAOBIETBOPUTEIHLHO»
CraHiapTHBINA peryiaMeHT TECTUPOBAHUS BKJIIOYACT:
— KoJim4ecTBO Bompocos — 30;
— TNPOJODKUTENBHOCTh TECTUPOBaHUS — 60 MUHYT.
«5» (OTJIMYHO): TECTUPYEMBIH IEMOHCTPUPYET CUCTEMHBIE TEOPETUUECKUE 3HAHUS, BIIa/IeeT
TepPMUHAMHU U 00J1aJ1aeT CIOCOOHOCTBIO OBICTPO pearupoBaTh Ha BOMPOCH TecTa. OOyJaromuiics:
«4» (X0pOI1110): TECTUPYEMBII B IIEJIOM JIEMOHCTPUPYET CUCTEMHBIE TEOPETUUECKUE 3HAHUS,
BJIa/ieeT OOJBIIMHCTBOM TEPMHHOB M 00JIaJIa€T CIOCOOHOCTHIO OBICTPO pearupoBaTh HAa BOIPOCHI
TecTa.



«3» (YnoBJIETBOPHUTEJIBHO): CHCTEMHBIE TEOPETHUECKHE 3HAHHUS Y TECTHPYEMOIo
OTCYTCTBYIOT, OH BJIaJIe€T HEKOTOPHIMU TEPMHUHAMU U HA BOMPOCHI TECTA Pearupyer AOCTATOYHO
MEJIEHHO.

«2» (Hey10BJIETBOPUTEIbHO): CHCTEMHBIE TEOPETUYECKHUE 3HAHUA Y TECTHPYEMOIO

OTCYTCTBYIOT, TepMHHOHOFI/Ieﬁ OH HC BJIaJCCT U HA BOIIPOCHI TECTA pCarupyeT MEAJICHHO.

8.2.5. HToroBoe coOOTBEeTCTBHE OA/JIbHOH IIKAJbI OINEHOK W  YpPOBHeEH
¢opMHPOBAHHOCTH KOMIIETEHIUH MO JUCHMIIUHE:

YpoBenb
chopMUPOBAHHOCTH Ouenka IMosicHenue
KOMIIeTEHIINH

TEOPETHUECKOE COACPNKAHUEC U MPAKTUUECKUE HABBIKU IO
5 JUCITUTLTAHE OCBOCHBI MTOJIHOCTEIO;
Bricokuii (OT;;HZHO) BCE MpPEIyCMOTPEHHBIE NPOTPaMMON OOy4YeHHs y4eOHBIC
3a/1aHUS BBITIOJIHEHBI HA BRICOKOM YPOBHE;
KOMIICTCHIIUU C(HOPMUPOBAHBI

TEOPETUIECKOE COJEPKAHUE W MPAKTUYCCKUE HABBIKH IO
JUCIIUTUINHE OCBOCHBI MOJTHOCTHIO;

BCE MNPEIyCMOTPEHHBIE NPOTPaMMON OOydYeHHs y4eOHBIC
3aJIaHHS BBITOJIHECHBI ¢ HE3HAYUTEILHBIMH 3aMCUaAHUSIMU;
KOMITETEHIIUH B IIEJIOM C(OPMHUPOBAHBI

«4»

Cpepmii (xoporo)

TEOPETUYECKOE COACP)KaHUE M MPAKTUYECKHUE HABBIKU 10
JUCHUIINIMHE OCBOCHBI YaCTUYHO, HO HpO6eJILI HE HOCAT
VY noBnerBopu- «3» CYILIECTBEHHOI'O XapaKTepa;

TETHHBIN (YIOBIETBOPUTENHHO) |OONBIIMHCTBO MPETYCMOTPEHHBIX MPOTPAMMON OOYYeHHS
y‘Ie6HLIX 3aJa4 BBITIOJTHCHO, HO B HUX UMCIOTCs OHII/I6KI/I;
KOMITETEHIIMU CQOPMHUPOBAHBI YACTHIHO

TEOPETHYECKOE CONep)KaHHe M MPAKTHIECKHE HABBIKH 10
JHMCIUIUINHE HE OCBOCHEI,

OOJIBIIMHCTBO MPEAYCMOTPEHHBIX MPOrpaMMON O0y4eHUsI
y4eOHBIX 3aaHuil 00 HE BBITIOIHEHO, JIUOO COMCPIKUT
rpyObIe OIHOKH;

JONIOJIHUTENNbHAs ~ CaMOCTOsITeNbHas ~ pabora  Hax
MaTeprajoM He MPHUBOAUT K KAKOMY-THOO 3HAYHMOMY
HOBBIIICHHUIO KQUYeCTBA BHINOJIHEHHS YISOHBIX 3aaHUIA;
KOMITIETEHIIUHU HEe C(OPMHUPOBAHBI

HeynoBneropu- «2»
TEIbHBIN (HEYIOBJICTBOPUTEIHHO)

8.3. MeToanueckne Matepuajbl (TUNOBbIe KOHTPOJIbHbIE 3/IaHHS), ONpe/eisiiolue

pe3yJbTaThl 00yYeHHs MO THCIUIIHHE, COOTHECEHHbIE ¢ HHIHUKATOPAMU JA0CTHKEHHS

KoHnTponbHble 3a1aHus, TPUMEHSEMbIE B paMKaX TEKYIIEro KOHTPOJS U MPOMEKYTOUHOU
aTTeCTaluy N0 JIUCLHUILIMHE, HOCSAT YHUBEPCAJIBHBIN XapaKkTep U IPEeIyCMaTpPUBAIOT BO3MOKHOCTh
KOMIUIEKCHOW OIIEHKM BCEero Habopa 3asBIEHHBIX 10 JaHHOW JAUCIUIUIMHE WHAUKATOPOB
c(hOpMUPOBAHHOCTU KOMITETCHITHH.

8.3.1. Tekymuii KOHTPOJIb (PA60OTA HA MPAKTHYECKUX 3AHITHUSIX)
(bopmuposanue komnereniun YK-4, ungukatop UYK-4.1, UVK-4.2, UYK-4.3)

IIpuMepsl 3aJaHNH 1JI NPAKTHYECKUX 3aAHATHI
Pa3nea 1. Tpynoycrpoiicto. IIpodeccuonanbubie komnerenuun. [oprgoano
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: | graduated from University in May 2022

2. Question:

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

3. Question:

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

4. Question:

Answer: | enjoy working with people. In my last position, | 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: | 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...).

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.

Pa3;le.11 2. YcrHan KOMMYHHUKaAIlUA B CUTyalludX A€J10BOT0 OﬁIIIeHI/Iﬂ
3aoanue 7. Quiz: Breaking the ice

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. | have a target of twenty people that | want to meet, so | 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.
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. "l 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. "l 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 | left the dining room after sitting next to Mr. Gladstone, | thought he was the
cleverest man in England. But after sitting next to Mr. Disraeli, | 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

1. Eye contact movement because they express specific and intentional meaning.

b) Body movements that can convey meanings and messages. It may take

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,
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map, poster, slide, chart, diagram, graph, etc
5. Visual e) significant non-verbal tools in the case of organizational
Communication communication. Express the degree of intimacy and individual 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
10. Posture and . X . .
: . of emotions or feelings such as joy, love, interest, sorrow, anger,
body orientation . . : .
annoyance, confusion, enthusiasm, fear, hatred surprise, and uncertainty.

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.

1. "Do you believe in God?"

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

4. "How much do you earn?"

5. "How old are you?"

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

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

8. "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?”

3aoanue 13. Make and role play a telephone conversation on the task given below.
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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 | 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. Il 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
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Pa3nen 3. [lucbMeHHasi KOMMYHUKAIIUA B CHTYalMSIX /1€JIOBOT0 OO IEHUSs

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©CoO~NO U WN P

. 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.

— 1 look 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.

2) Congratulation
letter

b) a written or physical document or Email that accepts the mistakes and
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.

4) Application

d) contains a request for an adjustment, basically describe the errors or any
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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. Texymuii KOHTPOJIb (MOATOTOBKA pedepara)
(bopmuposanue komnereniun YK-4, ungukatop UYK-4.1, UVK-4.2, UYK-4.3)

IIpumepHbie TeMbl pedepaToB

CocrasiieHHE PE3IOME U MOPTHOINO HAa HHOCTPAHHOM SI3BIKE.

CobeceoBanue MpH MpreMe Ha paboTy B MHOCTPAHHBIC KOMITAHHH.

Jlen0Boi 3TUKET B IPO(ECCHOHAIBHOM OOIEHHH Ha HHOCTPAHHOM SI3BIKE.

OcoOeHHOCTH TIPOBEICHHS IEPETOBOPOB C MHOCTPAHHBIMU OM3HEC-TIApTHEPAMHU.

Ssnenue «Small Talk» B nemoBom 001IeHHE HA HHOCTPAHHOM SI3BIKE.

OCHOBHBIE KOMITOHEHTHI HEBEPOATBHOTO OOIICHHS ¢ HHOCTPAHHBIMU OH3HEC-TTAPTHEPAMH.
[T1cbMEHHBIE KOMMYHHUKALIUHU B J€J0BOM OOIECHUN Ha HHOCTPAHHOM SI3BIKE.

W nomMsl B mpoheCCHOHAILHOM OOLIEHHH HAa HHOCTPAHHOM SI3bIKE.

Oco6eHHOCTH O(HITHAIBHBIX IEIOBBIX INCEM Ha HHOCTPAHHOM SI3BIKE.

0. CoBpeMeHHbIE KOMMYHHKATHBHBIC TEXHOJOTHH B TNPO(ECCHOHAILHOM OOIIEHHH Ha
UHOCTPAHHOM SI3BIKE.

HBOoo~NOORWDNE

8.3.3. Texkymuii KOHTPOJIb (TeCTUPOBAHHE)
(bopmupoBanue kommereniun YK-4, unaukarop UYK-4.1, UVK-4.2, UYK-4.3)

HpI/IMeprle BapUaHTbI TECTOBBIX 3aJaHui

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, I 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.
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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?

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 omgem na Bawe nucomo om 13 aneapsa mol xomum Bac o3nakomums...
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 menegQonHbBLIL pa3zo60p HA NPOWLION Hedee. ..
a) In reply to our telephone dialogue last week

b) Further to our telephone conversation last week

c¢) Thank you for our telephone conversation last week

3. IIpunazaem Kk nucemy Hauwi nOC1eOHUIL KAMA102

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 coobuume Bam ycnosus nybonukayuu HayuHou cmamou
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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 yncoem Bawezo omeema
a) We will expect your immediate answer

b) We look forward to your prompt reply

c¢) We will wait for you quick answer

6. Iuwy Bam, umoowt noxcanosamsca Ha HeKauecmeeHHoe 00CyrHcusanue
a) | am writing to order a product

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

¢) | am writing to complain about poor service

7. C ysaxcenuem
a) Yours sincerely
b) Yours

c) Best wishes

8. Ilo écem eonpocam odpawaitmecy Ko MHue 6 11000e 8pemsa
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

N

e

o

10.
11.

12.
13.
14.
15.

16.

8.3.4. IIpoMesKyTOYHBII KOHTPOJIb (BONMPOCHI K IK3aMeHY)
(bopmuposanue komnereniun YK-4, ungukatop UYK-4.1, UVK-4.2, UYK-4.3)

[IpumepHbIe BONPOCHI K IK3aMeHy

Haiite onpenencuue nmoustuio «Business English» Ha pycckom 1 aHMIHHACKOM sI3bIKaX.
Ha3zoBuTe 0OCHOBHBIE TEPMUHBI JIEIOBOTO OOIIEHHSI HA HHOCTPAHHOM SI3BIKE

PackpoiiTe OCHOBHBIE acleKThl TOHATHsA «BuSiness communicationy Ha HWHOCTpaAaHHOM
SI3BIKE.

HazoBuTe 0CHOBHBIE IIpaBHIIa COCTABICHHSI PE3IOME Ha HHOCTPAHHOM SI3bIKE.

Kakwue pa3nensl BXOIAT B CTPYKTYpY pestome? Ilepeuncinte Mx Ha3BaHUs HA HHOCTPAHHOM
SI3BIKE.

[TpuBenuTe mpuMepbl BOMPOCOB HA MHOCTPAHHOM S3BIKE, KOTOPbIE MOTYT OBITh 3aJlaHBI
pabotoaaTenem Ha coOeceJOBaHUM TIPH TPYIOYCTPONUCTBE.

Uro Briroyaer B cebs mpodeccuonansHoe mopTdonuo? Ilepedncnante Ha3BaHUS €ro
COCTABIISIONINX HA HHOCTPAHHOM SI3BIKE.

Kakumu BorpocaMu MOKHO HauaTh JIETIOBYIO Oecely Ha MHOCTPAHHOM SI3bIKe?

Packpoiite cymuocts noustus «Breaking the ice» B mesoBom 00IieHHM Ha HHOCTPAHHOM
S3BIKE.

HazoBute criocoOs1 3ppekTUBHOTO BEAEHUS JEIOBOM Oece/Ibl HA MHOCTPAHHOM SI3BIKE.
PackpoiiTe CymHOCTh MOHATHS «HEBepOaibHass KOMMYyHHKalus». ChopMymupylTe 3TO
oTpeieieHne Ha MHOCTPAHHOM SI3bIKE.

[TpuBenuTe mpuMepsl HeBepOaTbHOM KOMMYHHUKAITUH HA HHOCTPAHHOM SI3BIKE.

HazoBwuTe npaBuiia MUCBMEHHOTO JIETTOBOTO OOIIEHHSI Ha HHOCTPAHHOM SI3BIKE.

Packpoiite cymuocts nmoustust «Small talky B qemoBom 001IeHUN HA HHOCTPAHHOM SI3BIKE.
[MpuBenure npumepbl Oe3omacHBIX TeM st «Small talk» B nmemoBom oOmieHWH Ha
WHOCTPAHHOM SI3BIKE.

HazoBuTe NPHUHINIIEI KOPPEKTHBIX JIEJIOBBIX TEJIS(POHHBIX IEPETOBOPOB HA WHOCTPAHHOM
S3BIKE.
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17. TlepeunciauTe 0COOCHHOCTH JIETTOBBIX BCTPEY M MIEPETOBOPOB HA MHOCTPAHHOM SI3BIKE.
18. Onumure CTpyKTYpY O(UIIHAIBHOTO AETOBOTO MUChMa Ha HHOCTPAHHOM SI3bIKE.

19. IlpuBeauTe MpUMEPHI COJIEPIKAHUS JEITOBOTO MIMChMa Ha HHOCTPAHHOM SI3bIKE.

20 Hepqu/ICHI/ITe THUIIBI 1 CTUJIN ACJIOBBIX IMMCEM HAa HHOCTPAHHOM A3LIKC.
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