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1. HACHOPT ®OHJIA OHEHOYHbIX CPEACTB

10 JUCLUILIMHE «SI3BIK 1€710BOT0 00I1IEeH S (MHOCTPAHHBIN SI3BIK)»

Tabmuua 1 - Ilepedens KoMIieTeHINH, POPMUPYEMBIX B IPOIIECCE OCBOCHUS AUCIMIUIAHBI

Kon
Komneren HaumeHoBaHue pe3yabTaTa 00yyeHuUst
11701
YK-4 CriocoOeH MPUMEHSITh COBPEMEHHBIC KOMMYHUKATUBHBIC TEXHOJIOTHUH, B TOM
YUCJIe Ha THOCTPAaHHOM(BIX) SI3bIKE(aX), IS aKaJeMUYECKOTO 1
po(heCcCHOHATTLHOTO B3aUMOICHCTBUS
YK-5 CriocobeH aHanM3upOBaTh M YUUTHIBATH pa3HOOOpas3ue KyJabTyp B Iporecce
MEXKYJIBTYPHOTO B3aUMO/ICHCTBHS

Koneunpimu pe3yiibTaTaM OCBOCHUS JUCHUIIINHBI SABJISIFOTCA C(bOpMI/IpOBaHHLIe
KOTHUTHUBHBIC ICCKPHUIITOPLI «BHATb», KYMETb», «BJIAACTh», paCIIMCAHHBIC 110 OTACIbHBIM
KOMIICTCHLIUSAM. CDOpMI/IpOBaHI/IC JACCKPHUIITOPOB IIPOUCXOAUT B TCUCHUC BCCTO CEMCECTPA
I10 3TaraM B paMKax KOHTAKTHOM pa6OTBI, BKHIOanOmeﬁ Pa3JIMIHBIC BUABI 3aHATUH U
CaMOCTOSITEIbHOM pa6OTbI, C IPUMCHCHHUEM PA3JIMIHBIX (bOpM n METOA0B O6y‘~IeHI/I$I.



2. IEPEYEHb OLIEHOYHbIX CPEJICTB'

Ta0mura 2
Ne | HaumenoBanue XapakTepHucTUKa OLIEHOYHOI'O CPEACTBA [Ipencrasnenue ouenounoro cpeacrsa B @OC
OLIEHOYHOT'O
cpeacTsa
1 | Ycraslii onpoc CpencTBO KOHTpPOJII YCBOGHHS y4eOHOTO MarepHuaia TeMbl, | Bormpocs! mo Temam/pas3aenaM JUCIUTUTHHBL
pasziena WIA pasfesioB JUCLUIUIMHBI, OPraHU30BaHHOE B BUIE
cobecenoBanusi mpernojaBarenss ¢ oOy4aromumucs. Llensio
OLICHOYHOI'O CpEACTBA SABIAETCA IIOJIYy4YEHUE OT Yydalluxcs
OTBETOB Ha 3apaHee C(HOPMYITHPOBAHHBIE BOIPOCHI.
2 | [lenoBas urpa CoBMmecTHas JeATeIbHOCTD IPYIIBI 00yYaromuXcs 1 Tema (mpobnema), KOHIEHIHS, POJIH U OXKHIaEMbI pe3yabTaT
npernojaBaTesis 0] yIpaBIeHUEM MIPEToiaBaTelis ¢ LeNbo 10 K0 Urpe
peleHus yuyeOHbIX U IpoQecCHOHATbHO-OpPUEHTHPOBAaHHBIX
3aja4 IyTeM UTPOBOTO MOJIETIMPOBAHUS peaIbHOM poOIeMHON
curyanuu. [1o3BosseT oleHNBaTh yMEHHE aHAJIU3UPOBATh U
pelIaTh TUIHYHbIE PO EeCCHOHANIBHbIE 3a/1aUH.
ITpoexT (noknan, IIponyxr CaMOCTOSITEIIBHON paboThI CTyleHTa, | Bompocsl mo Temam/pasnenam JUCIUIIIHMHbI
3 | coobmenue, OpPEACTaBIAIOMUNA  cO00M MyONMYHOE BBICTYIUIEHHE T10
TIpe3eHTaIys) NpeACTaBJICHUIO MOJIyYCHHBIX  PE3yIbTAaTOB pelieHus
OTpeeNIeHHOW y4eOHO-TIPaKTUYECKON TEMBI.
[Ipe3eHTanus conpoBOKAAETCS IEMOHCTpALMEN CIai0B Ha
JKpaHe.
4 ITuceMenHbIE CpenctBo KOHTPOJISA, TO3BOJISIONIEE OLIEHUTh 3HaHUE cTyAeHTamu | [IpoGnemHoe 3axanue i BbIOOpa HyKHOU
CaMOCTOSITCIIBHBIC | CHIEM(DUKH pa3TMUHBIX BUI0B KOPPECTIOHAEHIINH (ITUCHMO- KOMMYHHMKAaTUBHOW CTPAaTErnuu
paboTs — | 3ampoc uHboOpMaIH, MUCHhMO-PEKJIaAMaIIHsl, COTTPOBOIUTEIHLHOE
Acnosas MUCHMO, pe3loMe, CiIy)KeOHast 3aM1cKa, OTUYET U JpYyTHe), UX
KOPPECHORIACHIMA | cTpyKTYpBhI, CTUIIS U3JI0KEHUS, 0COOCHHOCTEH penpe3eHTauun

Ha aHTJINHACKOM
SI3BIKE

BCXXJIIMBOCTH.




3. OIMMCAHUE IOKA3ATEJIEA U KPUTEPUEB OLIEHUBAHUA KOMIIETEHIIUA

OrcHMBaHUE PE3YIbTATOB OOYUYCHHS IO IUCIMILIMHE SI3BIK IEI0BOro OOIICHHS (MHOCTPAHHBIN SI3bIK) OCYIIECTBIIIETCS B COOTBETCTBHH C
[Tono>xeHreM 0 TEKyIIeM KOHTPOJIE YCIIEBAEMOCTH U TPOMEKYTOUYHOU aTTECTAIIMH 00YJIArOIIUX CSI.

[TpemycMOTPEHBI CISAYIONME BUABI KOHTPOJISA: TEKYIIUH KOHTPOJb (OCYIIECTBICHUE KOHTPOJSA BCEX BHUIOB ayJUTOPHOW M BHEAYIUTOPHOU
JEeSTEILHOCTH 00Y4JaloIIerocs: ¢ ejbo MOMyYeHUs] ePBUYHON WH(POPMAITUU O XOJ€ YCBOCHUS OTICIBHBIX JIEMEHTOB COACPKAHUS TUCITUTUINHBI) U
MIPOMEXKYTOYHAs aTTeCTalus (OLICHUBAETCS YPOBEHB M KQUeCTBO IMOATOTOBKH 110 AUCIUILIMHE B IIEJIOM).

[Tokasarenu u KpUTEpHUH OTICHUBAHMS KOMITETEHITNH, ((OPMHUPYEMBIX B IPOIIECCE OCBOCHUS JAHHOM JTUCIUIUIMHBI, OIMCaHBI B Ta0I. 3.
Tab6uia 3.



3aHﬂmﬁ2,

Kon YpoBeHb HNuaukatopsl Bux  y4eOHBIX KonTponupyembie OreHOYHBIE CpEJICTBa, Kpurepuu orieHnBanus
KOMIIET | OCBOCHUS JIOCTHXKCHHS paboThl, (OPMBI U METOJBI | Pa3aCIbI u TEMBI | UCIIOJIb3YEMbIC JUIsL | pe3yJbTaToB 00yUeHUs
CHIIMM | KOMIICTCHIIUU KOMIICTCHIIUN 00ydeHH s, CIIOCOOCTBYIOIINE | AUCIIATLIAHEL OIICHKH YPOBHS
(hopMHPOBaHUIO M PA3BUTHIO c(hopMHUPOBAHHOCTH
KOMITCTCHITUN KOMITCTCHITUU
YK-4 3Haet
Henocraroun VK-4. 3-1. [IpakTrueckue 3aHATHS Business Culture Tecroseie 3amanus, | He 3Haer NpPUHIMIBI U
bIll YPOBEHB 3HaeT Telephoning and | ycTHbIit OTIpOC, | MeTOIBI
OrneHka MOHSTUNHBIN Correspondence BbINIOJIHCHUE ITPOCKTOB JIMHTBUCTHYECKOTO
«HE3AUTEHOY, | aymapar Business aHAIN34a
«HCYIIOBJICTBO TIepEBOJIOBEICH correspondence TCKCTa/,[[I/ICKypca' He
PHUTEIBEHON Employment process ’
ust . UMeeT CHCTEMHOE
Meetings
Marketing MPEICTABICHUE 00
0COOCHHOCTSIX
COBPEMEHHOTO 3Tara u
HCTOPUU pa3BUTHS
M3y4aeMBIX SI3bIKOB.
Ba3oBblit VK-4. 3-1. [IpakTrueckue 3aHATUS Business Culture TecToBbIE 3amanus, | YacTuyHo 3HAET
YPOBEHb 3Haer Telephoning and | ycTHBIi OMpocC, | MPUHIUIIBI U METOJIbI
Onenka, IMOHSTUUHBIN Correspondence BBIIOJIHCHUEC TPOCKTOB JIMHTBUCTUYECKOTO
«3a4TEHOY, armapar Business aHAIH3a
«YAOBIIETBOPH | peneponopesen correspondence TekcTa/THCKypCa;
TETBHO» st Empl_oyment process WMEeT  MpENCTABIEHME
Meetings 00 0COOCHHOCTSIX
Marketing
CoBpeMeHHBIH COBPEMEHHOI0 JTana u
AHTJTMHACKUH SI3BIK HCTOpUH PasBUTHA
W3YYaE€MBIX S3BIKOB.
CpenHuii VK-4. 3-1. [IpakTyeckue 3aHsATHS Business Culture TecToBbIe 3ajanus, | B OCHOBHOM  3HAET

% NeKUMOHHble 3aHATUS, npaKTUYecKue 3aHATUA, NabopaTopHble 3aHATUA, camoCToATeNbHanA paborTa...
*> HeoB6X0AMMO YKa3aTb aKTUBHbIE M MHTEPAKTUBHbIE METOAbI 06YYeHMUs (HanpUMep, HTEPAKTUBHAA NeKLys, paboTa B MasibIX rpynnax, METOAbl MO3rOBOTO WTYPMA U T.4.),
cnocobcTayoLLIME Pa3BUTUIO Y 0BYUaIOLMXCA HAaBbIKOB KOMaHAHOMW PaboTbl, MEXIUYHOCTHON KOMMYHMUKALMK, MPUHATUA peLleHnit, INAEPCKUX KavecTs.

* HaumeHoBaHwe Tembl (pasaena) 6eperca U3 paboyeil NPOrPaMMbl AUCLUMIMHDI.
> OLEHOYHOE CPEACTBO AOMKHO BbIBUPATLCA C YYETOM 3an1aHUPOBaHHbIX PE3y/IbTaTOB OCBOEHUA AUCLMMIMHDI, HANPUMEP:
«3HaTb» — cobecefoBaHUE, KONNOKBUYM, TECT...
«YMeTb», «Bnagetb» — UHAMBUAYANbHbIN AW TPYNNOBOM NPOEKT, Kelc-3afaya, AenoBas (posesas)

urpa, noptdonuo...




YPOBEHB 3Haer Telephoning and | ycTHBIH OMpocC, | MPUHIUIIBI U METOJIbI
Orenka IMOHSTUNHBIN Correspondence BBIIIOJTHCHHUE IIPOCKTOB JIMHTBUCTUYECKOTr O
«X0oporo» IEPEBOIOBEICH E?HﬁSponde?ce TEKCTa/IUCKypCa,;
us Mployment process HMEET MpeICTaBICHUE
Meetings 00 0COOCHHOCTSIX
Marketing
COBPEMEHHOT0 ATara u
HUCTOpUH pa3BUTHS
M3y4aeMbIX S3bIKOB.
Bricoxwuit VK-4. 3-1. [IpakTrueckue 3aHATHS Business Culture TectoBble 3amaHus, | B coBepiieHCTBE 3HaeT
YPOBEHb 3Haer Telephoning and | ycTHBI# OMpocC, | MPUHIUIIBI U METOJIbI
Orenka IIOHSTUNHBIN Correspondence BBIIIOJIHCHUE IIPOCKTOB JIMHTBUCTUYECKOTO
«OTIMIHO TIepEBOJIOBEICH E?nﬁsponde?ce TeKCTa/INCKYPCa;
us Mployment process HMEeT CHCTEMHOE
Meetings MpeJICTaBICHUE 00
Marketing peld
0COOEHHOCTSIX
COBPEMEHHOI0 ATara u
HUCTOpUHU pa3BUTHUSA
M3y4aeMBbIX SI3bIKOB.
Ymeer
Henocraroun | VK-4.3-1. [IpakTrueckue 3aHATHS Business Culture TecroBbie 3ajanus, | He yMeeT IIPOBOIMUTH
BIf YPOBEHB YMeTh: Telephoning and | ycTHBIH ompoc, | epeBos B chepe
OneHka TIPOHM3BO/IUT correspondence BBITIOJTHEHHE TIPOCKTOB npodecCHOHaNbHOI
«HE3AUTEHO», | penepory B Business KOMMYHHKAITHH
«HEYJIOBJIETBO | bepe correspondence
PUTENBHON Employment process
npogeccuoHalb .
N Meetings
HoH Marketing
KOMMYHUKaIUH
BazosBrrii VK-4.3-1. [IpakTrueckue 3aHATHS Business Culture TecToBbIE 3aganus, | YacTuaHo yMeeT
YPOBCHb VYMeTh: Telephoning and YCTHBIN OIpoOC, | MPOU3BOJAUTH IEPEBOJ B
Orenka, MPOU3BOJAUTH Correspondence BBIIIOJTHEHHUE ITPOCKTOB C(bepe
«3aYTEHOY, Business

epeBO B




«ynoBIeTBopu | cepe correspondence po¢eCCHOHATBHON
TETHEHON npodeccuoHab Employment process KOMMYHHUKAIMH
HOIA Meetings
KOMMYHUKAIUU Marketing
Cpenuuit VK-4.3-1. [IpakTrueckue 3aHATHS Business Culture TectoBbie 3ajmanmsd, | B OCHOBHOM  ymeer
YPOBCHB VYMeTh: Telephoning and | yctubli ompoc, | MpOBOAUTH  TIEPEBOJ B
Ornenka MPOU3BOIUTH Correspondence BbINIOJIHCHUE TPOCKTOB C(l)epe
«3a4TCHOY, HEPEBOJL B Business npoQeccuoHaNbLHOM
«XOPOILIO» chepe correspondence KOMMYHHKALHH
npodeccHoHab Emplpyment process
ot Meetings
Marketing
KOMMYHUKAIUU
Bricokuii VK-4.3-1. [IpakTrueckue 3aHgATH Business Culture TecroBsie 3a7aHus, | B coBepiueHCTBE yMEET
YPOBCHB VYMeTh: Telephonlng and YCTHLIﬁ o11poc, MIPOBOJIUTh  NEPEBOJ B
Orenka [POU3BOIMTE correspondence BBITIOJIHCHUE TIPOCKTOB C(bepe
«3a4TCHOY, TIePEeBOL B Business npodeccHoHaTbHON
«OTIIAYHO» chepe correspondence KOMMYHHKALHH
IPOPECCHOHATD Employment process
pY Meetings
Hon Marketing
KOMMYHUKAITUU
Bnaneer
Henocraroun | VK-4.3-1. [pakTHYeCKHe 3aHATHS Business Culture TecToBbBIE 3anannsd, | He BIIAJIEET
BIil YPOBEHB Bnaneer Telephoning and | ycTHbIit OIPOC, | MepeBOTUECKUMHI
«HE33YTCHOY, | YHTBUCTUYECK Business B 00JIACTH NMUCBMEHHOTO
«HEYNIOBNETBO | ory  apammsa correspondence M YCTHOTO TEPEBOJA B
PHUTEIBLHO» TeKCTa/THCKYPC Employment process chepe
a Ha OCHOBE Meetings p I
Marketing npodeccuoHaIbLHON
CHCTEMHBIX KOMMYHUKAITUH
3HAaHUU

COBPEMEHHOTO




oTalia u

HCTOpUU
pazBUTHUS
M3Y4aeMBbIX
SI3BIKOB.
Ba3oBbli VK-4.3-1. [IpakTrueckue 3aHATHS Business Culture TectoBEIE 3ananud, | YacTHYHO BIa/ICET
YpOBEHb Bnazeer Telephoning and | ycTHbIi OIIPOC, | TIepeBOIUECKUMU
OneHka, MEPEBOIYECKUM correspondence BBITIOJTHCHUE ITPOCKTOB HAaBBIKAMH M YMCHUSAMH
«3a4TEHOY, U HaBBIKAMH U Business B 00JIACTH MHUCHMEHHOTO
«YHOBICTBOPH | yniepmsamu B correspondence U YCTHOIO TIEpeBOja B
TEJIIBHOY 6 Employment process
obyactu . chepe
IUCBMEHHOIO U Meetings 7|
Marketing npodeccuOHaTBLHON
YCTHOTO KOMMYHHKAITUH
nepeBojia B
chepe
npodeccuoHaib
HOU
KOMMYHHKAITUU
Cpennuii VK-4.3-1. [IpakTrueckue 3aHATHS Business Culture TecToBbIE 3aganud, | B cOBHOBHOM BiajaeeT
YPOBEHb Brnaneer Telephoning and | ycTHBIi OIpOC, | r1epeBOAIECKUMU
OHeHKa HepeBOquCKHM Correspondence BBIITIOJIHCHHUC HpoeKTOB HaBBIKaMI/I I/I YMGHI/ISIMI/I
«3a4YTEHOY, W HaBbIKAMU U Business B 00JaCTH MTHCHMEHHOTO
«xOporto» YMEHUSIMH B correspondence U YCTHOTO TepeBoja B
Employment process
obnactu Meetings chepe
NUCBMEHHOTO U : 7|
Marketing npodeccuoHaTbHON
YCTHOTO KOMMYHHKAITUH
nepeBojia B
chepe
npodeccruonanb
HOU
KOMMYHHKAITUU
Bricokuii VK-4.3-1. [IpakTUyeckue 3aHATUSL Business Culture TecToBble 3aganus, | B COBEpIIICHCTBE
YpOBEHB Bmaneer Telephoning and | ycTHbIH ompoc, | BaameeT
Onenka correspondence BBINIOJTHEHHUE ITPOEKTOB




«3adYTCHO»,
«OTJIIMYHO»

MEPEBOTYECKIM
U HaBBIKAMH U
YMEHUSIMHU B
obmacTu
MUCHbMEHHOTO U
YCTHOTO
nepeBojia B
chepe
npodeccuoHalb
HOU

KOMMYHHUKAIIUU

Business
correspondence
Employment process
Meetings

Marketing

MEePEeBOTYCCKIUMHU
HaBbIKaMU W YMCHUSAMU
B 00JIACTH NMHCHMEHHOTO
U YCTHOTO IepeBojia B
chepe
npodeccHoHaATBEHOMI
KOMMYHHKAIHH




Kon YpoBeHb HNuaukatopsl Bux  y4eOHBIX 3aHSTHIL, KonTponupyembie OreHOYHBIE CpEJICTBa, Kpurepuu onieHnBanus
KOMIIET | OCBOCHHS JOCTIOKCHHUS paboThl, (HOPMBI ¥ METOABI | pa3aeibl u TEMBI | HCITOJIB3yeMbIC JUIS | pe3yJabTaToOB O0yUYCHHS
CHIIMH | KOMIIETCHIIUH KOMITETCHIIUH 00y4eHH s, CIIOCOOCTBYIONUE | AUCIAILTHHBL OLICHKH YPOBHS
(hopMHPOBaHUIO M PA3BUTHIO c(hopMHUPOBAHHOCTH
KOMITETEHIIN I KOMTIICTECHIIUH
YK-5 3Haer
Henocraroun | VK-53-1. 3naer | [IpakTudeckue 3aHATHS Business Culture TectoBbIE 3aganus, | He 3Haer CYIIHOCTh
BIN YPOBCHB CYIIHOCTh Telephoning and yCTHBIfI o1poc, MpeIaracMbIx Teopl/leﬁ
Onenka [Ipe/1IaraeMpIx Corr'espondence BBIMOJIHEHHE TIPOSKTOB mepeBofa  BaXKHEHIINX
«HE3AUTEHO, | reonyreit Business MOIXO0B K pELICHHIO
«HCYTIOBJCTBO | peBOA correspondence NPAKTHHECKUX MPOGIIeM
PHUTEITHHOY BAKHOMIIIX Emplpyment process nepeBoa
Meetings
HOAXONOB K Marketing
PELIECHHIO
MPAKTUYECKUX
pooem
epeBojia
bazoseit VK-53-1. IIpakTrueckue 3aHATHS Business Culture TecroBeie 3aganus, | YactuyHo 3HaeT
YPOBEHb 3Haer Telephoning and | ycTHbIit OIPOC, | CYIIHOCTB
Orenka, CYIHOCTb correspondence BBITIOJTHEHHE IIPOEKTOB Mpe/IIaraeMbiX TEOpUEH
«3a4TCHOY, IpeIaraeMol Business HepeBOa  BAXKHENIIHNX
«YHOBITBOPH |y reqppeii correspondence MOJXOJI0B K pelIEHHIO
TEBHOY» Employment process
nepesosia Meetings MPaKTUYECKUX MpoOIeM
BaXXHEUIITNX Marketing repeBoia
MOJIXOJIOB K
PELIEHHIO
MPAKTUYECKUX

® NeKuMOHHble 3aHATUS, npaKTUYecKue 3aHATUA, NabopaTopHble 3aHATUA, camoCToATeNbHanA paborTa...
7 Heo6X0AMMO yKa3aTb aKTUBHbIE M MHTEPAKTUBHbIE METOAbI OBYYEHMS (HANPUMEP, MHTEPAKTUBHAsA NIEKLMA, paboTa B Masbix rpynnax, MeToZbl MO3rOBOTO WTYPMA U T.4.),
cnocobcTayoLLIME Pa3BUTUIO Y 0BYUaIOLMXCA HAaBbIKOB KOMaHAHOMW PaboTbl, MEXIUYHOCTHON KOMMYHMUKALMK, MPUHATUA PELUEHWI, TMAEPCKUX KauecTs.

® HaumeHoBaHwue Tembl (pasaena) 6epetca U3 paboyeit NPOrpamMmmbl AUCLUMUHDI.
° OLEHOYHOE CPEACTBO AOMKHO BbIBUPATLCA C YYETOM 3anN1aHUPOBaHHbIX PE3y/IbTaTOB OCBOEHUA AUCLUMIMHDI, HANPUMEP:
«3HaTb» — cobecefoBaHUE, KONNOKBUYM, TECT...
«YMeTb», «Bnafetb» — UHAMBUAYAbHbIN AW TPYNNOBOM NPOEKT, Kec-3aAaya, AenoBas (posiesas)

urpa, noptdonuo...




npobiemM

IepeBoa
Cpenuuit VK-53-1. [IpaKTHYECKHE 3aHATHS Business Culture TectoBble 3a7anud, | B ocHOBHOM 3HaET
yPOBEHb 3Haer Telephoning and | ycTHbIit OIIPOC, | CYIIHOCTH
OHCHKa CyH_IHOCTB Correspondence BBIITIOJIHEHUEC IIPOCKTOB HpeﬂnaraeMBIX TeOpHefI
«3a4TCHOY, TIpearacMbl Business HepeBoa  BaXKHEHIIHX
«XOpOIIO» X TeOpHUeH correspondence MOAXO0OJ0B K PCHICHUIO

nepesosa Eﬂrreftli?ér:ent process MPAaKTUYECKUX MPOoOsieM

BaXXHEUIINX :

Marketing fiepeoa

MOJIXOJIOB K

pEILIEHUO

MPAKTUYECKUX

npobiem

TepeBoIa
Beicokuit VK-53-1. IIpakTu4eckue 3aHATHA Business Culture TectoBble 3ananvs, | B coBepmieHcTBE  3HAET
YPOBEHb 3HaeT Telephoning and | ycTHBIi OIPOC, | CYIIHOCTh
«3a4TCHO», NpeaIaracMol Business nepeBoaa BaXKHEUIIINX
«OTIIIHO» X Teopueit correspondence MMOAXOHA0B K PEILICHUIO

nepesoja E/Irgfe)tli?]é?ent process MPaKTUYECKUX MpoOIeM

BayKHEHIITHX :

aXHE Marketing fiepeosa

MOJIXOJIOB K

PELIECHHIO

MPAKTUYECKUX

npo0iem

IepeBoia

YMmeer

Henocratoun | VK-53-1. [IpakTrueckue 3aHATHS Business Culture TectoBbie 3agaHus, | He ymeer mpeogoneBaTh
bIif ypOBEHB YMekT Telephoning and | ycrHbIi OmnpocC, | TUMUYHBIE  TPYAHOCTHU
Ouenka Ipeoa0JICBaTh correspondence BBIIIOJTHEHUE IIPOEKTOB nepesoza
«HE3AYTCHOY, | TyYUUYHBIE Business npodeccuoHanbHO-
HEYIOBNIETBO | royvnyocT correspondence OPHEHTHPOBAHHOIO
HUTETHHOY Employment process
p rnepeBoa pioy P TEKCTa

npodeccuoHab

Meetings




HO- Marketing
OPUEHTUPOBAHH
Oro TeKcTa
BasoBblii VK-53-1. [TpakTHyecKue 3aHATUS Business Culture TecToBBIE 3amannd, | YacTMYHO yMeeT
YPOBEHb VMEKT Telephoning and | ycTHbIit OIIPOC, | IpeoI0NIeBATh
Ornenka, MPEOT0IERATS Conﬁspondence BBITIOJIHCHHUE ITPOCKTOB THIMYHBIE  TPYAHOCTH
«3aUTECHOY, Business nepeBoza
«ynosynerpopy | THITHIHBIC correspondence
npodeccuoHanbHo-
TEIBHOY TPYAHOCTH Employment process
Meetinas OPUEHTUPOBAHHOTO
nepesoaa 9 TEKCTa
Marketing
npodeccnoHab
HO-
OPUEHTUPOBAHH
Oro TeKCcTa
Cpennuit VK-53-1. IIpakTnyeckue 3aHATHSA Business Culture Tecrosrle 3ajanusd, | B ocHOBHOM  ymeer
YPOBEHb VMEKT Telephoning and | ycTHbIit OIIPOC, | IPeo10NIEBATE
Orienka MpeoJIoNeBaTh corr_espondence BBITTOJTHEHHE TPOEKTOB THIIMYHBIC — TPYLHOCTH
«3a4TEHOY, Business nepesosa
«XOPOILO» THIIMTHBIC correspondence
npogeccuoHaIbHO-
TPYIHOCTH Employment process
Meetinas OPUEHTUPOBAHHOTO
nepesojaa 9 TEKCTa
Marketing
npogeccuoHalb
HO-
OPUEHTUPOBAHH
Oro TeKCTa
Beicokuit VK-53-1. [IpakTrueckue 3aHATHS Business Culture TectoBble 3ajanus, | B coBepiieHCTBE yMEET
YpOBEHb VMeKT Telephoning and | ycTHbIH OIIPOC, | [IPEOI0NEBATh
Oruenka IpeOTONeRaTS correspondence BBITIOJTHEHHE MTPOEKTOB THIMYHBIE — TPYAHOCTH
«3a4TCHOY, Business TepeBo/a
«OTJINYHO» TUITIHBIC correspondence P
npodeccuoHanbHo-
TPYAHOCTH Employment process
OpPUEHTUPOBAHHOTO

nepeBojia

Meetings




npodeccuonanb Marketing TEKCTa
HO-
OPUEHTUPOBAHH
Oro TeKCTa
Brnaneer
Hemocraroun | VK-53-1. [IpakTrueckue 3aHATHS Business Culture TecToBbIC 3aganus, | He BJIaJICCT
Bl YPOBEHD Brazeer Telephoning and | ycTHBIH OIpOC, | TOHATHHHBIM
Orenka MOHSTUNHBIM COI‘I’_espondence BBIIOJIHCHUEC TPOCKTOB armapaTom
«HE3aYTCHO», | arrapatoM Business COBPEMEHHOH
CHCEYMOBIICTBO | ¢oppemeHHOIM correspondence JIMHTBUCTUYECKOM
PHUTEIILHO» JTUHTBUCTUYECK E/Imptl_o yment process TEOpUM IIEPEBOJA KaK
o TEOPHUH Mztreklent?rf g cpencTBoM  pediieKkcuu
mepeBoja  Kak MePEBOAYECKOTO OIbITa
CPElICTBOM
pedaexkcun
MEePEBOAUECKOTO
OTBITa
ba3oBbrii VK-53-1. IIpakT4eckue 3aHATHS Business Culture TecroBble 3ananus, | YacTuaHO BJIaZIEET
ypOBEHb Brnageer Telephoning and | ycTHbIi Ompoc, | MOHATUNHBIM
Orenka, MOHSITUINHBIM correspondence BBITTOJTHEHHE TPOEKTOB anmapaToM
«3a4TEHOY, anmapaToM Business COBPEMEHHOI
«yNOBJICTBOPHA COBPEMEHHOM correspondence JIMHTBUCTUYECKOM
TEIBHO» NIMHTBHCTHYECK Eﬂngg'[li?é?ent process TEOPUHM TIEPEBOAA  KaK
ol TEOpHHU Marketing CpencTBoM  pediieKcuu
nmepeBoja  Kak MEePEBOAYECKOTO OIbITa
CPEIICTBOM
pedexcun
MEePEBOUYECKOTO
OIbITa
Cpennuit VK-53-1. IIpakTuyeckue 3aHATHA Business Culture TecroBbie 3agaHus, | B COBHOBHOM BIIaJ€eT
YPOBEHb Brnanmeer Telephoning and | ycrHblii Onpoc, | MOHATHHHBIM
Orenka IMOHSTUNHBIM Correspondence BBIIIOJJTHEHHUE ITPOCKTOB anmapaTom
«3aUTEHOY, anmapaToMm Business COBPEMEHHOM




«XOPOIIO» COBPEMEHHOU correspondence JIMHTBUCTUYECKOU
JIMHTBUCTHUYECK Empl_oyment process TEOpUH IIEpeBOJA KaK
ou TEOPUHU Meetings CPEICTBOM  pe(IIEKCHH
nepeBojsia  Kak Marketing MEPEBOTYECKOrO OIBITA .
CPECTBOM
pednexcun
MEPEBOAYECKOTO
OTbITa

Bricokuii VK-53-1. [IpakTHyecKue 3aHATUS Business Culture TecToBBIE 3anannd, | B COBEPIIICHCTBE

YPOBEHb Bnaneer Telephoning and | ycTHbIi OmpocC, | piafeeTr  IOHSATUMHBIM

Orenka MOHSITUMNHBIM Correspondence BBIIOJIHCHUEC TPOCKTOB anmapaTom

«3aUTEHOY, alIapaToM Business COBPEMEHHOI

«OTIHIHO» COBPEMECHHOM correspondence JMHIBUCTHYECKOM
JTUHTBUCTHYECK II\E/ImptI% yment process TEOPUM TEpPeBOAa Kak
ou TEOpUH MZ?klet?r?g CPENCTBOM  pedieKCHH
nepeBojia  Kak MEPEBOTYECKOTO OIbITA
CPECTBOM
pednexkcun
MEPEBOTYECKOTO

OIIbITa




4. Metoau4yeckue MaTepUaJibl, ONpeAesaonue Npoueaypbl

OlleHMBAHUSA Pe3yJbTATOB 00y4YeHH s

[Tpu moATrOTOBKE JOKIIAIOB, MPE3EHTAIMIA, COOOIIEHUI 1 MOATOTOBKE MPOSKTOB 00ydyaeMOMYy Ha
MIEPBOM JTharie HEOOXOJUMOB O3HAKOMHTHCS ¢ MaTepuajaMH Ha PYCCKOM U QHTJIIMHCKOM SI3BIKAX,
CpaBHHUTH UH(DOPMAIIHIO, BEIOpATh HarboJiee CyeCTBEHHBIC (DaKThI IJIs peaTn3allii TeMbI JTOKJIa/Iall,
npoekta. [locine cbopa wmHpopmanuum TpeOyeTcs 00OOMUTH €€, COCTAaBUTh ILIaH H3JI0KCHUS
marepuaia. Ha Tprebem sTame o0ydaromuicsi TOTOBUT TEKCT JOKJIaaa Wi rnpoekra. Ha yerBeprom
JTare CTYACHTHI TOTaBAT Mpe3eHTanuto. Ha puHampHOM 3Tarne 00yJaronumecst OCyIIeCTBISIIOT TOKIa]
C Tpe3eHTalMeH, 3aIUIIAI0T CBOM JIOKYJall WIH MPOEKT, OTBEYAIOT HA BOIPOCHI, W3JIarar0T CBOMN
BapHAHT PEIICHUS TOCTABICHHOM 3a/1a4H.

JesoBas (poJieBasi) Urpa - METOJl UMHUTAIIMW IPUHSTHUS YIIPABICHYECKUX PEIICHUHN B
pa3IMYHBIX TPOU3BOJCTBEHHBIX CUTYAIUSIX ITyTEM OPraHU3alMK KOJUIEKTUBHON JESTEIbHOCTH
10 33JJaHHBIM MPABUJIAM U HOPMaM.

[IpuMeHHUTETHHO K YCIOBUSM y4eOHOIO Ipoliecca JAETOBYI0 UIPY PacCMaTpPHUBAIOT Kak
dbopMmy Bocco3maHus  (MOAENUpPOBaHUs) Oyaylied npodeccHOHANbHONH  AESITeTbHOCTU
CHEeMaJIUCTa U CHUCTEMbl OTHOIIEHMH C JApyruMu JrojapMu. B yueOHON nenoBoil urpe
peanusyeTrcss 1enocTHas ¢GopMa KOJUIGKTMBHOW  yueOHOW  JIeATENbHOCTH  (COIMAIbHOE
CoJiepKaHre UTPHI) HA MOJETH YCIOBUH M JMHAMHUKHU TPOU3BOCTBA (TIPEIMETHOE CO/ICPIKaHUE
urpel). Ha 3aHiTHSIX, NPOBOOUMBIX B (OpME [EIOBBIX HUIpP, HUMHTHUPYETCS JAEATEIbHOCTH
CHEHAINCTOB U PYKOBOJIUTEINEH, OTpabaThIBACTCS BBIIOJHEHHE WX (YHKIUI M 00S3aHHOCTEH,
peanu3yeTcs KOJUIEKTUBHOE pellieHne MPOU3BOACTBEHHBIX 3a/1a4.

Ilemarornyeckue 1eIM JI€IOBBIX urp:

1) Co3nare y oOyuarommxcsl LIEJIOCTHOE IMpeACTaBiIeHHE O MPOopEeCCHOHATBHONH M
KOMMYHHUKaTUBHOW KOMIIETEHTHOCTH, €€ JUHAMHUKE U MECTE PEAIbHON AEATEIbHOCTH.

2) Cnoco6cTBOBaTh npuoOpeTeHUI0 Ha MmarepHaniax, UMHUTHPYIOIINX
npo(heCcCHOHANBHYIO AESTENbHOCTh, COIUAIBHOIO ONbITAa, B TOM YHCIIE MEXJIMYHOCTHOTO U
TPYIIIOBOIO B3aWMOJEWUCTBUSA JJI  KOJUIEKTMBHOTO NPHUHATHSA PELICHWM, OCYIECTBICHHUS
COTPYJIHUYECTBA.

3) Pa3BuBath HpO(I)eCCI/IOHaJ'ILHOG, AHAIIUTHYCCKOC U IMMPAKTHYCCKOC MBIIIIJIICHUC.
4) cDOpMI/IpOBa.TI: MMO3HAaBAaTCIbHYO MOTHUBAILIATO.

5) Cnoco6cTBOBATH 3aKpEIIeHHIO 3HAHMH M yMeHHiH B cepe TpodeccHOHATbHOTO
JIeNI0BOT0 00IeH!s, (HOPMUPOBAHHIO KOMMYHUKATUBHON KOMITETEHTHOCTH.

OCHOBHBIE XapAaKTEPUCTHUKH JEIIOBOM UTPBI, OTIMYAIOIINE €€ OT APYTUX TEXHOJIOTUI:



- MOJEJIMPOBAaHUE JeATeIbHOCTH PYKOBOAUTENCH U CIEIHAINCTOB 1o
BBIPa0OTKE yMpaBICHYECKHX U MPO(HECCHOHATBHBIX PEIICHHIA;

- pacmpezenieHue posiei Mexy y4acCTHUKaMH UT'PbI;
- B3aMMO/ICHCTBUE YYACTHUKOB, UCTIOJIHSIONINX T€ UM UHBIE POJIH;
- HAJIMYHE OOIIEH 1eTTH y BCETO UTPOBOTO KOJUICKTHBA;

- KOJIJICKTHBHAas Bpra6OTKa peI_HeHI/Iﬁ Y4aCTHUKaMU HI'PHI,
MHOT'OBApUAHTHOCTD pemeHI/Iﬁ;

= HAJIMYUC YIIPABIACMOr0 SMOIHMOHAJIbHOT'O HAIIPSIZKCHUS

- HaJHM4ue Pa3BETBJICHHON CUCTEMbl MHIMBUYaIbHOTO WU TPYIIIOBOTO OI[CHUBAHUS
JESTENIbHOCTH YYaCTHUKOB UTPHI (KOHTPOJIb U OLICHKA JIEHCTBUH, BIpAOOTKA TPYIIIOBLIX HOPM
MOBEJICHUS U CAaHKIIM, MOOIIpPEeHre, HaKa3aH!ue, IMOLIMOHAIbHAS PEaKIUs U T.11.).

Jist TOCTHIKEHUS TOCTABICHHBIX YUEOHBIX LIeJIel Ha dTarne pa3padoTKU B JICIOBYIO UTPY
CJIENYET 3alI0KUTh IIATh IICUXO0JI0r0-TII€AArOrMYE€CKUX IIPUHLIUAIIOB:

1. Ipunyun  umumayuonnozo  modenuposanus —  TPEMTIONAraeT  pa3paboTKy
UMHUTALMOHHONW MOJIENIN TIPOU3BOJICTBA U UTPOBOM MOJIENN MPO(PECCHOHATBHOMN e TETBHOCTH.

2. Ipunyun npobnemnocmu coOepicanus uzpbl — 0O3HAYAET, YTO IPOLECC HIPOBOMH
JESITEIbBHOCTH CTPOUTCSI HA OCHOBE CUCTEMBI TPOOIEMHBIX 3a/1a4.

3. Hpumyun  coemecmuoti  OesimenvHOCMu —  OCHOBBIBAETCS HA  MMHTAIUH
IIPOU3BOJCTBEHHBIX (YHKIUI CHELMAIUCTOB YEPE3 HUX POJIEBOE B3aMMOEHCTBHE B IpOLECCE
IPYNIIOBOrO PeUIeHUs NPOoOIeMHBIX 3aay.

4. Ipunyun Ouanocuueckozo obujenus — HEOOXOJMMOE YCIOBHME HIPHL Kaxblid
YYaCTHHK B COOTBETCTBHH CO CBOEH pOJIbIO BBICKA3bIBAECT CBOKO TOYKY 3PEHUS, OTBEYAET Ha
BOIPOCHI, CIIYIIAET BBICTYIICHUSI JPYTUX YYACTHUKOB U T.1.

5. Ipunyun Odeyniamnosocmu u2posoii OesimenbHOCHU — HANPABIEH HA JOCTHIKEHHE
JBYX LI€JI€H: UTPOBOM U menarornyeckou. Mrposas 1nenb — COBMECTHOE peLIEHUE TOCTaBJIEHHON
npo0sieMbl IyTeM poOJIeBOTO B3aumojeicTBus (urpel). [lemarornueckue 1enu JelOBOMl UIPHI:
BOBJICUEHUE KaXJIOro o0yyaeMoro (y4yacTHMKa WIpPbl) B aKTHBHYK MBICIUTEIBHYIO
JeSTENIbHOCTh; OBICTPOE M TPOYHOE YCBOECHUWE 3HAHUM, YMEHMH U HAaBBIKOB; pPa3BUTHE
TEOPETUYECKOT0 M MPAKTUYECKOTO MBIIIJIEHUS B IpodecCHoHaIbHOM chepe.

P83p8.6OTKa HCHOBOﬁ HUI'PBI BKIKOYACT: OIMPEACIICHUC €C ueneﬁ " IMOCTAHOBKY HpO6HCMBI;
COCTAaBJICHHUC IIJIaHA-CLICHApPUA UI'PHI; 061_1_[66 OMMHUCAaHUC UTPBI; OHNPCACICHUC COACPKAHUA
HHCTPYKTa)XXa AJId YYHaCTHUKOB UI'PhI; TOATOTOBKA BCIIOMOT'aTCJIbHBIX MaTCPHAJIOB.

B xoxe muaHupoBaHMs JeNOBOM UIpPhl MPENOAABATENIO II€IeCO00pa3HO PEUIUTh
CJIEIyIOIIHE BOIIPOCHL:

L KOPPEKTHO OMpPEAENUTh COJACpKAaHWE WIPOBOM HMMHUTAIIMOHHOW YacTH y4eOHOM
MIPOTPaMMBbI C YIETOM IieJIeH JUCITUTUTMHBI U HHTEPECOB 00 yUarOIINXCS,

° 0TOOpaTh y4eOHBIC MaTEpPHAIIbl, 000PYAOBAaHUE M TEXHUYECKUE CPEJICTBA;

° pEerJIaMeHTUPOBATh OOIIYI0 M WTPOBYIO MPOJODKUTEIBHOCTh 3aHATHU IO H3ydaeMOi

JUCHUITIINHE (J'ICKI_[I/II/I, UI'pbI, TPCHUHIH, CaMOCTOATCIIbHAA pa60Ta n T.,[[.), AICKBATHYIO
IIOCTAaBJICHHBIM ILICJIAM 06yquH${.



Metoanka npoBeIeHUS 1EJI0BOW UIPbIL:

1) nocranoBka mpoGnemsl, GOpMyIHPOBKA IeNeil U 3a1au AeJI0BOH MIPhI, pACKpPHITHE
3HAYCHHUs TOCTABJIEHHOW NPOOIEMBbl W JEIOBOW WUIPhl B MPO(HECCHOHAILHOM CTaHOBJICHUU
CIEIMAJINCTA;

2) MOArOTOBKA Y4ACTHUKOB K UI'PE, 03HAKOMJICHHE HX C TIPABUIAMHU UIPhI (MHCTPYKTAK),
BbIJIada HEOOXOJMMBIX MaTepUaioB, pa3MHHKA IyTeM Oecepl, PEIICHHs YacTHBIX IMPOOJeM,
JTUCKYCCHUU, WIH «MO3TOBOTO IITYpMay;

3) wusydeHume M aHAIM3 OCHOBHOH IIPOGJEMBI, MHCTPYKIHMH M APYrHX MAaTepUasoB
UTPOBOM JOKYMEHTAIH, pacpe/ielieHrue posield Mexa1y yYaCTHHUKAMH, YTOUYHEHHE UX (YHKIIHIL;

4) nposemeHue  WIpPbl,  MOJAEIUPOBaHHE  MPOGECCHOHATBHOH  JeATeTbHOCTH
CHELHUAIHNCTOB IO PEIICHHUIO TOCTABJICHHOM MPOOIEMBI;

5) aHaJInu3, 06CY)KI[€HI/IG " OLICHKA pE3YyJIbTATOB UTPHI;

6) saxmounTensHas auckyccus. OnpeeneHne 3aBUCUMOCTH TIOBEICHUS YIACTHUKOB OT
OpraHW3allil WIPBl W YPOBHS WX aKTHBHOCTH. OneHka 3(P(EKTUBHOCTH Pa3IMIHBIX
METOMYECKUX IIPOLIECCOB B Urpe. Iloasenenue uToros.

Onenka y4acTMsl CTYAECHTOB B JEJIOBOM UIPE IPOUCXOAUT B COOTBETCTBUU C
IMPOMUCAHHBIMU BBIIIC KPUTCPUAMH W IIOKA3aTC/KIMU 11O KOMIICTCHLHUAM a TaKXKC COIMaJIbHAAd
KOMIIETEHIIMS (COCTaBJIAIOIUMH KOTOPOH SBISIOTCS: YMEHHME YCTaHOBUTH 3MOLIMOHAJIbHBIN
KOHTAaKT, BEXJIMBOCTh; YMEHUE OCYLIECTBISATH OOMEH MH(pOpMaLME; yMEHHE BO3/IEHCTBOBAThH
Ha coOeceHNKAa; YMEHHE BBIPA3UTh COOCTBEHHOE MHEHHUE, OLEHKY; apryMeHTHpOBaHUE,
JI0Ka3aTeIbHOCTD; IOCTH)KEHUE 1IeJIel B3aUMOEHCTBUS).

- IHBpIE METOAMYECKUE MaTEepUaIIbl, ONPEAEIIAIOLIME IPOLEAYPbl OLEHUBAHUS PE3YJIHTATOB
00y4eHus B XOJI€ peaan3ainuu padboyeit mporpaMMbl JUCITUTUTMHBI

5. MarepuaJjbl 1/l NIPOBeJAeHHUs TeKYIero KOHTPOJIs M MPOMEKYTOYHOI aTTecTalMu

Bxonnoe TectupoBanue —

Try to answer all forty-five questions. There is one mark per question. Write your answers a, b, ¢ or
d in the space.

eg He__ ¢ from Germany.
a) come b) are c) is d) am
1. Could you tell me how to the factory?
a) do I get b) 1go c) canlgo d) Iget
2. They the new office last month.
a) are opening b) open c) opened d) have opened
3. Ithink we turnover next year.
a) will increaseb) increase c) increasedd) increasing
4. They’re used during the night.
a) working b) to workingc) work d) towork
5. They the contracts when they were interrupted.

a) discussed b) have discussed c) discuss d) were discussing



Kontpompyemsie komnerenuu: Y K-5
OreHKa KOMIETSHIIN OCYIIECTBIISIETCS B COOTBETCTBUM ¢ Tabmuteii 4.

Texynui KOHTPOJIb — YCTHBIN onpoc. IIpumepHsblil nepedeHb BOIIPOCOB.

1. Business across cultures. Talk for 2 minutes about the distance and familiarity.
2. Names in business cultures. How to use them in a correct way?

3. Business culture: talk for 2 minutes about the entertainment and
hospitability.

4. Telephoning in English: phoning scenario. What do you know about it?

5. Business correspondence: letters and e-mails and the difference between them.

KonTponupyembie komnereniuu: YK-5

OlnieHKa KOMIIETEHIINH OCYIIECTBIISCTCS B COOTBETCTBUHU ¢ Tabnuueii 4.

IIpomesxxkyrounas arrecrauus. [lpumep.

e |. Use aword from the box to complete each sentence. There is one extra word that
you don’t have to use.
deal responsible job manag unde of
responsibility work
o 1. l................ for Morgans the aircraft company. 2. l.......cccccoveviviieiicie e, the
manufacturing plant in Cambridge. 3. | am in charge.........cccooviiiniininieienenen, the
production team. 4. About 120 people work ........... me. 5. Coordination between
production and design is my .................. 6.1 with a lot of people in the
company and with our customers. 7. I'm ................ for a budget of over € 100 million.
e |l. Match the numbers (1-7) to the letters (a-h) to make a word pair. There is one
extra word that you don’t have to use. In the third column put down the Russian
equivalent.
1. physically a. contact
2. human b. work
3. problem c.on
4. day d. demanding
5. team e. commute
6. clock f. shift
7. working g. solving
h. hours
e |Il. Choose the best word from the brackets () to fill in the gap.
e 1. Weneedto .............. (Join/ recruit) four new people for our office in Manchester.

2. We are uSing a FeCrUItMENT........ceeiiiiieeiie e (agency/
headhunter) to find them for us. 3. They advertised the
(positions/ applicants) in the local newspaper last week. 4. So far, over 60 people have

applied forthe .................. (works/ posts). 5. We are going to look at all the letters of
................... (application/ situation) over the weekend. 6. On Monday, we will
draw up a
......................................................................................................................... (referencels

hortlist) of 10 or 11 people. 7. Then we’ll invite them all to come for an




(apply/ appointment) the successful applicants by the end of the month.

e V. Write one word from the box below in each gap to complete the text. You may
choose to use some words more than once.
with from in as for
at
e 1. My name is Jean Wilson and | have just started WOrking ..........c.ccceevevvvievverieseennnnn, a
bank. 2. | graduated ........ Edinburgh University last year with a degree 3.
.................. Business and Management. 4. Now | am going to train .......
an accountant. 5. | think I will do well, because 1 am good .............cccccvvevviiieiiennns figures
and | am skilled 6. ............ using computers. 7. | think that training
............... a specific job will be more interesting than the general education | got
at university.
e V. Match the definition (numbers 1-7) to the word or phrase (letters a- h). There is
one extra word/ phrase that you don’t have to use.
1. American term for all the benefits that an employee a. severance
receives. payment
2. Payment for those who have stopped working — especially b. stock options
due to age.
3. Benefit that lets employees buy company shares at a low C. compensation




price. package
4. This describes bonuses given for reaching objectives set d. remuneration
by the company.
5. Money paid to an employee who is asked to leave an e. performance-
organization. related
6. Formal word for all the pay that an employee receives. f. fat cat
7. Director of a company who is paid a huge salary ... but g. boardroom row
doesn’t deserve it.
h. pension
V1. Choose the best word from the brackets.
1. The CEQ is the head of the.........ccccoveviviiiiiecnens (administration/ management/

organization) team. 2. We have 200 people on our ......................

(recruitment/ business/ payroll). 3. OUr..........ccoorininiinieninieeee, (personnel/ employee/
worker) department is responsible for recruitment. 4. Our main office is in London but we have

................ (places/ companies/ sites) all over the country. 5. | supervise all the ~ (manual/
white-collar/ labour) workers on the

production line. 6. I am in charge of training in the human ..................
(support/ resources/ staff) department. 7. We have a ............ (staff/ union/ headquarters) of

65 in London and about 30 in Paris. 8. You haven’t been paid this month? Ok, I’ll put you
throughtothe ........................ (pay/ salary/ finance) department.

VII. Write one word in each gap to complete the conversation. The first three
letters of each word are given.

‘We have to restructure our company if we are to survive. We will have a (1) fla........
structure with only two levels of management. We don’t want to make anyone (2) red........... .

Some of our senior people will take early (3) ret..................... . The rest will be offered
posts, but they may be at a lower level. No one likes to be (4) dem................. but it is better
than being out of work. We hope people will be (5) fle............... and move to different jobs. If
anyone decides to hand in their (6) not.......... We will help by offering (7) out advice.

This is a very difficult time for us all.’

VI1II. Define the type of correspondence.

Lord and Lady Hearty
At home
Friday 18™ April
RSVP
Hadden Hall,
Hadden
Cocktails 6:30 p.m.

A) Business card B) Formal Invitation C) Answer to an informal




invitation D) CV

IX. Complete the sub headlines in the following extract from the resume. One does not
suit any gap.

1. Marital status 2. Date of birth 3. Personal details 4. Employment history
5. Qualifications

Curriculum Vitae (Photo)

John H. Mill
a.
Full name: John Hue Mill
b. 05/04/78
Permanent address: 56 Park Avenue
Albans 50
New York
911298
Tel./ Fax: (0312) 4998372
Mobile: 0789765784
Personal e-mail: MillJohn@gratisserve.co.us
single
C.
d

I am currently following a part-time MBA programme in International Business at Randolph
Business School.
1997 — 2000 University of South Nottingham: BSc Business Studies
1994 — 1996 Dr Chalmer’s Sixth form College: “A” Level in German (A), Mathematics
(B), Biology (B).

X. Put the parts of the covering letter in the correct order.

a) As you will see from my CV, | have recently completed a degree in International
Marketing at Clifton University. A six-month company placement in France gave me the
opportunity to put some of the theory learned on my course into practice, and to acquire a
good working knowledge of French. The post involved helping with the development of
telemarketing scripts for sales people. Since then, I have had several month’s experience of
working in the international section of the Automobile Club’s call centre. This means I have
had direct experience of the day-to-day realities of communicating with the public.

b) Yours sincerely

Signature



mailto:MillJohn@gratisserve.co.us

Russel Fleming
C) Re: Vacancies for trainee Consultats

d) 1 am currently available for interview and would welcome the opportunity to discuss
the post in more detail. | look forward to hearing from you.

e) Dear Mrs. Proctor

f) 1 am writing in response to your advertissment in the September edition of
“Telemarketing Magazine” and would like to be considered for one of the posts
mentioned.

g) From your corporate website, it appears that working for your organization would
offer a stimulating and challenging career within a highly competitive field. | am
extremely attracted by this opportunity and feel that I have already acquired some of the
skills and awareness necessary to make an effective contribution to the company.

1. 2. 3. 4. 5. 6.

7.

Kontpomupyemsie kommnerenmn: YK4, YK-5
OrnieHKa KOMIIETEHIIMNA OCYIIECTBISETCS B COOTBETCTBUU ¢ Tabnuueii 4.

JleaoBas
urpa Paseirpars
auagor. Example:

Student A. You are calling to “Severstal” company. You want to talk to Mr. Ivanov, who
is in charge of R & D department. You want to make an appointment for next week, any
day except for weekends. If he isn’t in his office at the moment, leave a message. Invent
your own personal information and a telephone number.

Student B. You are working as a secretary for “Severstal” company. Take a phone call.
Remember, that there are two lvanovs in your company: Peter, who is in charge of R & D
department, and Alexandr, who is responsible for IT project work. Peter lvanov is not in his
office at the moment, as he’s at the meeting. Take a message

Tematuka pedepatoB, NpoeKTOB, TBOPUYECKHUX 3a/IaHNI, IcCe U T.II.

[To manHOMY Kypcy NpEAyCMOTPEHO BBIIOJHEHHUE IPOEKTa, IMPENCTABICHHOIO B BUJIE
npeseHTauuu Power Point. CTyqeHT caMOCTOATENbHO BBIOMpPAET TEMY MPOEKTa U TOTOBUT
IIPE3CHTALNI0, [T0 OKOHYAHUIO KOTOPOW IpoBOAMTCA AUCKyccus. lIpuMepHsbIli nepedeHb
TeM:

[EN

w N

2

The Role of the English Language in Business Communication.

Industries in our region.
Business  Correspondence in  English-Speaking Countries:  Types,
Style Peculiarities.

Business Correspondence in Russia and Great Britain: Similar and Different Points.

. Applying for a job in Russia.

Applying for a job in the USA.



10.
11.
12.
13.
14.
15.
16.
17.
18.
19.

7. Business Etiquette.

8. Netiquette.

9. Cross cultural communication in Business English.
10. Applying for a job.

11. What makes a business leader strong and powerful?

12. In house staff or freelancer?
13. The career in business.

14. Time and time
management.

15. How to hold a meeting.

16. Negotiations: the role of a translator/interpreter.

Kontpommpyemsie kommnerennun: YK-4, YK-5
OrneHKa KOMIETSHIINA OCYIIECTBIISIETCS B COOTBETCTBUM ¢ Tabmumeit 3.

Bonpocsl k 3a4ety

. Business Etiquette.

. Netiquette.

. Cross cultural communication in Business English.
. Applying for a job.

. Job interview: dos and donts.

. In house staff or freelancer?

. The career of a translator/interpreter.

. Time and time management.

. How to hold a meeting.

Negotiations: the role of a translator/interpreter.
Cultures and culture

Distance and familiarity

Corporate culture

Dress code

Cross-cultural communication in business

Time in cross-cultural communication

Means and devises of business communication
Types of business correspondence

Rules of conducting negotiations



20. Letter of enquiry/ request
21. Letter of complaint

22. Letter of congratulation

KonTtponupyemsie komnerenuuu: YK-4, VK-5
Oyenxa KomnemeHyull OCYwecmaisemcs 6 COomeemcmauu ¢ maoauyen 3.

JUCT PETUCTPAIIUU U3MEHEHUM

No Conepxanre U3MEHEHUsI M3MeHeHHbIE TYHKThI Pemenne Yuebno-
n/m METOJINYECKOTO
COBETa
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