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1. Heau W 3a7a4u JMCUMILUIMHBI, € MeCTO B y4eOHOM Ipolecce, TPeOOBaHHsI K YPOBHIO
OCBOEHUS CO/IEPKAHMS TN CHUTITTHHBI

1.1. Heau u 3a1a4u M3y4YeHUs TUCUUILINHBI

OCHOBHOH 1LI€NIbIO Kypca SIBJISIETCS OBJIAJICHUE CTYJEHTaMHU KOMMYHUKATHUBHOM KOMIIETECHIIMEH,
KOTOpasi B JajbHEHIIEM ITO3BOJUT TOJh30BATHCS WHOCTPAHHBIM SI3BIKOM B PA3IMYHBIX 00JIaCTIX
npodeccnoHaNbHOM JesTeIbHOCTH, HAYYHOW U MpakTU4eckoil padoTe, B OOILIEHUU C 3apyOeHBIMU
napTHepamu, JJisi caMooOpa3oBaTelbHbIX W JApyrux uened. Hapsay ¢ mpakTuyeckoil menbro, Kype
«S3pIk  nmenoBoro oOmIeHHUsT (BTOPOW WHOCTPAHHBIM SI3BIK)» peau3yeT oO0pa3oBaTelbHBIC U
BOCIIUTATEIbHBIE 1I€TH, CIOCOOCTBYSl PACIIMPEHHIO KPyro3opa CTYIEHTOB, MOBBIIMICHUIO UX OO0IIen
KyJIbTYpPBl U 00pa30BaHUs, a TAKKE KYJIbTYPbl MBIIUICHUS W MOBCEIHEBHOTO H JEIOBOTO OOIICHWS,
BOCIIUTAHUIO TOJEPAHTHOCTU M YBaXKEHUS K JTyXOBHBIM LIEHHOCTSM APYIHX CTpaH U HApOOB.

3amauu Kypca:

1. [To3HAaKOMHUTH CTYJIEHTOB C OCHOBHBIMH MOHSATHAMH U TEPMUHAMU, HCIIOJIBb3yEMbIMU B chepe
JIETTOBOTO OOIIEHHSI HA HHOCTPAHHOM SI3BIKE.

2. Jlats mpencraBieHre 00 OCHOBHBIX (hopMax KOMMYHHUKAIIMU B OM3HEC cpelie, ¢ KYJIbTypHBIMU
0COOEHHOCTSIMH JISJIOBOTO OOIIEHHUS.

3. [1o3HaKOMUTH CTYJIEHTOB C OCHOBHBIMH BUAAMH JI€JIOBON KOPPECIIOHACHIUU:

- pa3IMYHbIC BUBI TUCEM,

- BJIEKTPOHHBIE COOOIIECHUS,

- CITy)KeOHBIE 3aITUCKH,

- pe31oMe U CONPOBOAUTENbHBIE TUCHMA,

- POTOKOJIHI,

- IOTOBOPBI,

- OTYETHI,

- 00OBsIBIIEHNS,

- peKJIaMHbIe OYKJIETHI.

@opMHpOBaTH  YMEHHE  HANMCAHUS  BCEX  BBIIICNIEPEYMCICHHBIX  BHJIOB  JI€JIOBOMU
KOPPECIOHICHIIUH.

4. ®opmMupoBaTh TOTOBHOCTH K YCTHOMY JIETIOBOMY OOIIEHUIO (YMEHHE paccKka3aTh O CTPYKTYpe
MpEeANpUsITHS, COOCTBEHHON Kapbepe, CHaeNaTh JOKJIAI-TPE3CHTAIMI0 O CTPATeTHYECKUX TUIaHaxX
MPEeaNpUATHS U T.1.).

5. YUuTh CTyJIEHTOB MOHHUMATh Ha CIyX HEOOJBIINE OTPHIBKH W3 JICKIUW WM JOKJIAIOB IO
Ou3HEC TeMaTuKe, CIeTaHHBIMUA HOCUTEIISIMU SI3bIKA.

6. YYHUTB CTYIEHTOB MOHUMATh TEKCTHI TI0 SKOHOMUYIECKOW U OM3HEC TeMaM.

7.Pa3BuBaTh HHTEpEC K TEME JAEIOBOTO MEKKYIHTYPHOT'O OOIICHHUS.

1.2. Komnerenuun od0y4aromierocsi, popmupyembie B pe3yJbTaTe 0CBOCHHMS M CHMIIIMHBI
(MoayJin)

B pesynprare ocCBOeHHS yueOHOM AMCHUMIUIMHBI «SI3BIK JenoBoro oOuieHus (BTOpOt
MHOCTPAHHBIN S3bIK)» 00yYarOIMICs TOJIKEH:
3HamMb:
- 0COOEHHOCTU MEXKYJIbTYPHON KOMMYHHUKAIIUU B IEIOBOM OOIIEHHH;
- opsiika 600 JIeKCHYeCKUX €IMHUL, OTOOPaHHBIX B COOTBETCTBUH C MPOrpaMMON Kypca U yMETh HX
IMPUMCEHATE B COOTBETCTBYIOIIINX KOMMYHHUKATUBHBIX CUTyallHUAX.
ymemb:
- HUCIOJIb30BAaTh AITHKETHBbIE (OPMYJbI B YCTHOH M IMUCbMEHHOW KOMMYHMKAIMH (IIPUBETCTBUE,
NpoIlaHue, MO3JpaBieHre, U3BUHEHHE, MPOChOa), a TaKkKe BUABI JAPYTUX PEUYEBbIX NMHUCHMEHHBIX
HpOHSBe)IeHHﬁ, TaKuX Kak: O(l)I/II_[I/IaJ'II)HOG MMUCbMO, 3aIpocC I/IH(i)OpMaHI/II/I, JCJIOBBIC H3BCHICHHA,
peKyIaMaliiy, mpuriameHus, 6JarolapcTBEHHbIE MUChMa, PE3IOME, MO3/IPaBICHUS U COO0IE3HOBAHMS,
MMChbMa apeH0JaTelIsIM, JIEKTPOHHASI KOPPECTIOHIEHIIHU . ;
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- MOJIEIMPOBATh BO3MOXKHBIE CUTYAIlUH OOLICHUS MEXIY MPEICTABUTEIISIMU PA3IMUHBIX KYJIBTYp U
COLIMYMOB.

Obtmb cnOCcooOHbBIM:

- BECTH MEXKYJIbTYPHBIN AUAJIIOr HAa OCHOBE MPUHSATHIX MOPAIbHBIX U MPABOBBIX HOPM COBPEMEHHOTO
00I11eCTBA;

- OPUEHTHPOBATHCS HA PHIHKE TPyJa U 3aHITOCTH B YACTH, Kacarolleics cBoel mpodeccrHoHaTbHON
NesTeNbHOCTH (00J1IaflaTh CHUCTEMOI HABBIKOB AK3MCTEHIUMATbHON KOMIIETCHIIMHM - U3yYEHUE PBIHKA
TpyJa, COCTaBJCHHE pe3loMe, MpPOBEICHHE COOEecelOBaHUS U IEPErOBOPOB C IMOTEHIIMAIBHBIM
paboTonaTenem);

-KPUTUYECKU OIICHMBATh CBOM JOCTOMHCTBA W HEIOCTAaTKHU, HAMETHThb IyTH M BBIOpAaTh CpelncTBa
CaMOpa3BUTHUS K MIOCTOSHHOMY CaMOPa3BUTHUIO, MMOBBIIICHUIO CBOCH KBAIM(DHUKAIINN U MAaCTEPCTBA.

61a0emv KOMREMEeHUUAMU:
[pouiecc M3ydeHHs AUCIMIUIMHBI HAMpaBieH Ha (OPMUPOBAHUE psia OOUICKYJIBTYPHBIX U
npodeccHoHaATBHBIX KOMITETCHIIUH.

Koa komnerennumn HaumeHoBaHue pe3yjbTaTa 00y4eHus

OK-4 CIIOCOOHOCTh TIOHMMATh COIHMAIBHYI0 3HAYMMOCTh CBOCH OymyIiei
npodeccun, LeAM W CMBICA TOCYJapCTBEHHOW CHy>KObl, 00najarh
BBICOKOW MOTHBAIIMEH K BBITTOJHEHUIO TPO(HECCHOHATILHOM e TSIIbHOCTH
B 00JacTh 3alIUThl MHTEPECOB JIMYHOCTH, OOIIECTBA M TOCYIapCTBa,
co0JIr01aTh HOPMBI PO ECCHOHATHPHON ITUKU

OK-5 CIOCOOHOCTh ~ OCYHIECTBIATH pa3inyHble (OPMBI  MEXKYJIBTYPHOTO
B3aUMOJICICTBUS B LIENAX OOECIEeUeHUs] COTPYAHUYECTBA IPU PELIECHUU
npoeCcCHOHANBHBIX 3aJay, TOJIEPAHTHO BOCIPHUHMMAs COLUAJIbHBIE,
STHUYECKHE, KOH(PECCHOHAIbHbBIE, KYJIBTYPHbIE U UHBIE Pa3IUyus

OIIK-2 CIOCOOHOCTh  coOMoaTh B NMPOGECCHOHATBHOW  JEATEIbHOCTH
TpeOOBaHUSI  TMPABOBBIX AaKTOB B  oOjacth  MHGOPMAIIMOHHON
0€30MMacHOCTH, 3alUTHl TOCYIApPCTBEHHOW TalHBI M MHOW MH(OpManuu
OTPaHMYEHHOTO0  JOCTyna, o0ecrneyuBaTh  COOJIIOJIEHHE  pexuMa

CEKpPETHOCTH
I1CK-3.1. CIIOCOOHOCTh ~ BIIAJIETh MEXKIyHAapOJIHBIM OTHUKETOM H TIpaBUIaMHU
MOBE/ICHUS MEPEBOTUMKA B PA3TUYHBIX CUTYAIMSIX YCTHOTO MEPEBO/Ia
I1K-5 CIIOCOOHOCTh BJAJIETh BCEMH PETUCTpPaMH OOIIEHUS: OQHUIIUATBHBIM,
HeOo(pHUIMATEHBIM, HEUTPATbHBIM
[TK-6 CIIOCOOHOCTh PACIO3HABATh JIMHTBUCTHYECKHUE MapKephl COIMAIbHBIX

OTHOLICHUHA M a/JE€KBAaTHO HX MCIIOJIB30BaTh ((POpPMyNbI MPUBETCTBUS,
MPOLIaHMs, 3MOLMOHAJILHOE BOCKIMIAHUE), pAacClO3HAaBaTb MapKephl
peUeBOM XapaKTEPUCTUKH YEJIOBEKA HA BCEX YPOBHSX SI3bIKA

[1K-14 CIOCOOHOCTH MPOSBIATH MCUXOJIOIMYECKYIO YCTOWYMBOCTD B CIOXKHBIX U
OKCTPEMAJIbHBIX YCIIOBHAX, B TOM YUCJIIC 6I)ICTpO MNEPEKI0YaiACh C OAHOTO
pabouero s3bIKa Ha APYTroi

1.1. Mecro mucuunaunnl B crpykrype OIIOII B1.6.33

«SI3pIk  menoBoro oOmieHus (BTopod wuHOcTpaHHbIA s3bIK)» (B1.5.33)» mpenacraBnser coOoi
muctumuinHy 6a3oBoii yactu b1.5.33 mo cnermanbrocTH 45.05.01 «IlepeBos 1 mepeBOIOBEICHUEY.
VYyeOHass mporpamma paspabaTbiBaeTcsi B TECHOW B3aUMOCBS3H C JIPYTUMHU JUCIUIUIMHAMU
y4e0HOr0 IUIaHa CHEIHATLHOCTH, TakuMU Kak «[Ipaktudeckas (OHETHKa BTOPOTO HHOCTPAHHOTO
s3p1kay, «lIpakTHueckuil Kypc BTOPOTO MHOCTPAHHOTO SI3bIKay», «SI3bIK en0oBOro oOIIeHus (TIepBhIi
WHOCTPAHHBIA s3bIK)». HeoOXOMWMBIMH KOMITETEHIIUSAMH I Havaja W3yYeHUs JIWCIMILIMHBI
SBIIAIOTCST 0a30BbIe KOMIIETEHIIMH B MOJATOTOBKE MO crieluanbHOCTH «[lepeBoa u mepeBojoBeIeHUEY,
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dbopmupyeMble B Kypce U3y4eHUs AUCHUILTUH «lIpakTHuecKkuii Kypc BTOPOTO WHOCTPAHHOTO SI3bIKaY,
«IIpakTndeckas (poHeTHKa BTOPOTO WHOCTPAHHOTO sI3bIKa» U «IKOoHOMHUKa». CBs3b Kypca «SI3bIK
JEJIOBOr0 OOIIeHHs (BTOPOH WHOCTPAHHBIA $3bIK)» C APYTHMH JUCHHMIUIMHAMUA OOECIICUYUBACT
LEJIOCTHOCTh M3y4YeHHE NpeaMeTHOW obnactd u (opmupoBaHue 0a30BOr0 YpOBHS 3HAHUM AJis
n3y4deHUst AMCUUIINH «lIpakTHKyM 1O KyJIbType pe4eBoro OOIIEHHsI BTOPOIO HHOCTPAHHOTO SI3bIKa»,
«IIpakTuyeckuii Kypc nepeBoja BTOPOTO HMHOCTPAHHOTO si3blkay, «llepeBon oduimaibHO-1EI0BOr0
TeKcTa (BTOPOH MHOCTPAHHBIN SI3BIK)», a TaKXKe JUIsl MPOXOXKICHUS MPOU3BOJICTBEHHOM MPaKTUKU U
HAy4YHO-UCCIIEeI0BATEIbCKON PabOTHI.

2. Conepxxanue QU CHUNIMHBI

2.1. O0beM QM CHUIIMHBI U BUAbI Y4eOHOIl padoThl
Kypc - 3,4 Cemecmp — 6,7 6uo omuemnocmu — 6-3auem, 7-3K3ameH

Ne pasjena HaunmenoBanue Coneprkanue paszjiena ®dopma TeKyIIero
pasacia, TeMa KOHTPOJIA
1 2 3 4
Pazmen Ne 1. Business across cultures
Tema 1.1. Culture. Classification of Cultures. Business Iperect
Culture. TOTOBHOCTH
Distance and familiarity YCTHBIH onpoc
Tema 1.2 Corporate culture. Names, business cards, Dress | YcTHblit ompoc
code
Tema 1.3 Cross-cultural communication, Time YcTHbIR OI1poc,
KOHTPOJIbHAA
pabota Nel.
Pazgen Ne 2. Telephoning
Tema 2.1 Phones and numbers, getting through YCTHBIH onpoc
Tema 2.2 Messages and arrangements YcrHbIi orpoc,
KOTpOJIbHas paboTa
No 2,
Pazgea Ne 3 Business correspondence
Tema 3.1 Types of English Correspondence. The Layout | YcTHsIi ompoc
and the format of Business Correspondence.
Business letter writing: general outline
Tema 3.2 Letters. Types of letters. [Tucema pa3HbIX
BUIO0B.
Tema 3.3 E-mail, memo, report. DNEeKTPOHHOE
cooO1enne,
CnyxeOHas
3alircKa.
OTyer, NOKJIaI,
KonTponbHas
pabota Ne 3
Pa3znen Ne 4 Employment process
Tema 4.1 Employment Process in Russia and Abroad. Y CTHBII 0mpoc
Tema 4.2 Ways of Working. Vocabulary practice. My | VcrabIid onpoc
dream job. Speaking skills development.
Tema 4.3 Preparinga CV Covering Letter. Hanmcanue pestome
u
COIMPOBOAUTEIILHOT'O
IInChbMa
Tema 4.4 Job interview PoneBas urpa




«CobecenoBanue
npyd  TpHEME
paboTy»

Ha

Tema 4.8

Career Ladder

YCTHBIN o1poc

Tema 4.9

Business People and Business Leaders: Secrets of
Success

IIpesentanma  «Kak
JOCTHYBL  ycmexa?»
«Hcropun  ycrnexa
W3BECTHBIX JIFOIEN»,
KOHTpPOJIbHAs
pabota No3.

Tema 4.10

Working Environment. Problems at work.

Yrenue Hu
COCTaBJICHHE
MPaBUJI TI0 TEXHUKE
0e30MmacHOCTH  Ha
pabouem mecTe.

Pazgen Ne 5

In Company

Tema 5.1

The Structure of the Company. Company
Description.

Ormmcars
U3BECTHYIO
KOMIIAHUIO.

Tema 5.2

Managers, executives and directors. Types of
Management. VVocabulary Practice.

VYerHbll o1poc
KOHTPOJIbHAs
pabota Ne 4.

Kypc - 4 Cemecmp — 1, 6u0 omuemnocmu — 3k3ameH

No pasena HaunmenoBanue ConepmaHI/Ie pasaciia CDopMa TCKYIICTO
pasgcia, TeMa KOHTPOJIA
1 2 3 4
Pazgea Ne 6. Meetings
Tema 6.1 | Organizing the meeting. Discussion techniques. | Ycrasiit onpoc
Pazen Ne 7. Presentations
Tema 7.1 Main part of a presentation YcrTHbIi onpoc
Tema 7.2 Closing presentation and questions [MoaroroBka u
MPEABABICHUC
MMpe3CHTAallNH,
KonTponbHas
pabota Ne 1.
Paznen Ne 8. Branches of Industry: Manufacturing, Services, Retailing
Tema 8.1 The Development Process. Manufacturing and
services. Vocabulary practice.
Tema 8.2 Innovation and invention. Reading. Y cTHBII onpoc
Tema 8.3 Making things. VVocabulary practice. YCTHBIN onpoc
Tema 8.4 Materials and suppliers. Speaking practice. [Mpe3enTarnus
«Otpacmu
IMPOMBIIIJICHHOCTH,
Pa3BUTHLIC B HAIIEM
PETHOHE
Tema 8.5 Business Philosophies. Buyers, Sellers, and the | KontponbHas
Market. Reading. Discussion. pabora Ne2.
Tema 8.6 Branches of Industry: Manufacturing, Services,
Retailing Branches of Industry: Manufacturing,
Services, Retailing
Pa3znmen Ne 9. Marketing




Tema 9.1 Markets and Competitors. Marketing and | Ycrabliii onpoc
Market Orientation.
Tema 9.2 Products and Brands. YcTHBI onpoc
Tema 9.3 Price. Money. YCTHBIH onpoc
Tema 9.4 Place. Promotion. Vocabulary practice. KonrposnbHast
pabota Ne3.

3. CTpyKTypa AUCHHUILIMHBI

Bua pabotsl TpynoeMKOCTb, 4acoB
6 cemecTp | 7 cemecTp Bcero

O0uas Tpy10€eMKOCTh 72 72 144
AyauTopHasi padora: 36 36 72
Jlexyuu (J1)
IIpaxmuuecxue 3anamus (113) 36 36 72
Jlabopamopuwie pabomul (JIP)
CamocTrosiTeibHAs padoTa: 36 36 72
Kypcogoii npoekr (KII), kypcosas pabora (KP) - - -
PacuerHo-Tpaduueckoe 3ananue (PI'3) - - -
Pedepar (P) 6 6 12
Occe (I) - - -
CamocrosiTenbHOE U3YUYEHHE Pa3/IeIoB 10 10 20
Kontponbnas padota (K) - - -
CamonoaroroBka (mpopadoTka U MOBTOPEHUE 20 20 40
JEKIMOHHOT'O MaTepuasa U MaTepuasa y4eOHUKOB U
y4eOHBIX TOCOOUH, MOATOTOBKA K TaOOPaTOPHBIM U
MPAKTUYECKUM 3aHATHUSIM, KOJULIOKBUYMaM, pyOeKHOMY
KOHTPOJIIO U T.J.)
[ToaroroBka M caya 3K3aMeHa - - -
Bupa utoroBoro KOHTpoOJIst 3a4eTr 3a0

4. PacnpenesieHue BU0B Y4eOHOIi pa0oThbl M X TPY0E€MKOCTH IO pa3jejiaM

Paznensl AUCHUIIIMHBI, NU3Yy4YaCMBIC B 3 CCMECTPE

KonnuecTBo yacos
Ne
pas- HanmMeHnoBanue pasnenos Ay);vlg OpHa Bueayn.
nena Bceero aboTta paGora
J |13 | JIP CP
1 2 3 4 5) 6 7
Business across cultures
1. 9 6 3
MexKynbTypHass KOMMYHHKAIHS B OU3HECe
5 Telephonlngv 7 4 3
TenedoHHBIN pa3roBop
Business correspondence
3. o 10 6 4
Benenue 1enoBoi KOppeCHOHIEHIIUU
4 Employment process } 36 14 29
IIpouecc Tpynoycrpoiicrsa




KonnuectBO yacoB

Ne
pas- HanmenoBanue pa3nenon Aylilﬂg opHa Breayn.
Jena Beero abotd pabora
J | 113 | JIP CP
5 In company 10 6 4
Ha npeanpusitun
Hmoeo: 72 36 36
Paznienpl AMCUUIUIMHBL, U3y4YaeMble B 7 ceEMeECTpe
KosmmuectBo wacos
No
pas- HaumenoBanue pasnenos Ayl);[Hg opHa Bheayn.
ena Bcero abota pabora
J | 113 | JIP CP
1 2 3 4 5 6 7
Meetings
6. Cobpanus 8 4 4
7 Presentations 12 6 6
[Tpe3enTaunu
Branches of Industry: Manufacturing, Services,
g | Rewiling , 36 18 18
OTpaciu npoOMBIIUIEHHOCTH: IPOU3BOJCTBO, YCIYTH,
MPOJAKU
9. Marketing 16 8 8
MapkeTnHr
Hmoeo: 72 36 36
Bcezo: 144 72 72

ITpumeuanus: 1) Ctpoka «Bcezo» NMpUCYTCTBYET TOJBKO B TaOJuUIlEe MOCIEAHEro cemectpa. B Helt
oTpa)kaercs o0lee YUCIIO YacoB M0 BUJaM padoT 3a BeCh EPUO 00yUEeHHUS.




5. TemaTn4yecKuii MJIaH y4eOHO# JUCITUIIIMHBI

Cemectp 6
HaumenoBanue Copepxxanue yueOHOro MmarepuaJia, 1adopaTopHbie O0bem Oo0pa3zoBarenbHble | PopMupyemble DopMbI
pa3/1esi0B U TeM padoThl U NPAKTHYECKHUE 3aHATHS, CAMOCTOSITeIbHAS yacos/ TEXHOJIOTUH KOMIeTeHIun/ TeKyl1ero
paboTa cTyeHTOB, KypcoBasi padoTa (poeKT) 3a4YeTHBIX YPOBEHb KOHTPOJIst
eXUHMUIL OCBOCHUA*
1 2 3 4 B 6
Yacos/
Pa3nen 1. Business across 32[{?;};“
cultures ALLLL -
IIpakTHYecKHe 3aHATHSA Yacos - OK-4/1,2 @pOHTAIBHBIN
Culture. Classification of Cultures. Business Culture. 2 YueOHble I1K-5,6,14/1,2,3 orpoc,
Distance and familiarity Hpe3eHTaIH [ICK -3.1/1,2 | UnauBuayaisH
Corporate culture. Names, business cards, Dress 2 BI OITPOC,
code KontposbHast
Cross-cultural communication, Time. 2 pabota Ne 1
CamocrosiTeibHast padoTa CTy/IeHTa
Internet Research on the Theme “Cultures and 1 OK-4,5/1,2,3
”» I[ICK -3.1/1
Culture I1K-5,6,14/1,2,3
Internet Research on the Theme “Corporate Culture” 1 Wndopmatmontivie | OIK - 2/1,23 | yerpmwii ompoc
TEXHOJIOTHH
Internet Research on the Theme ““Attitude towards 1
time in different cultures”
Paspnea 2. IIpakTHYeckne 3aHATHA
Telephoning Phones and numbers, getting through PoseRAS DA K5614/12 | o .
2 e P INCK -3.1/1,2 ¢ onpoc
Messages and arrangements YcTHBI onpoc,
2 Ponesas urpa KonTtponbHas
pabota Ne 2
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CamocrosiTe/ibHasi pad0Ta CTy/JeHTa

Internet Research on the Theme “Means of Business 15 OK-4,5/1,2
communication in GB and the USA” ' Hudopmanmonnsie | [ICK —3.1/1,2,3 | Tlpesenranus
Internet Research on the Theme “Note Taking as a 15 TEXHOJIOTHH I1K-5,6,14/1,2,3 IPOEKTa
Type of Business Correspondence” ’ OIIK —2/1,2, 3
Pa3nen 3. Business IIpakTuyeckue 3aHATHSA
correspondence Types of English Correspondence. The Layout and I1K-5,6,14/ 1,2 | Ycrublii onpoc,
the format of Business Correspondence.Business 2 I[ICK—3.1/1,2 | HanucaHue
letter writing: general outline. pasIMYHBIX
Letters. Types of letters. 2 KommnbroTepHbie BHUJIOB JICJIOBOM
- TEXHOJIOTUH, CaSe KOPPECITOHICHII
E-mail , memo, report. study i,
2 KOHTPOJIbHAS
pabora Ne 3.
CamocrosiTesibHasi padoTa CTy/IeHTa
Internet Research on the Theme “Types of Business 1 OK-4,5/1,2,3 I
Correspondence in English-Speaking Countries” KommbroTepHbie ICK -3.1/1,2,3 poBepia
o IIUCBbMCHHBIX
Hanucanue pa3nuyHbIX BUIOB J1€70BOM 3 TEXHOIOT U I1K-5,6,14/ 1,2,3 AGOT
KOPPECHOH/ICHITNH 10 TeMaM OIIK - 2/1,2,3 p
Paznen 4. Employment IIpakTH4yeckune 3aHATHSA
Employment Process in Russia and Abroad. 2 I1K-5,6,14/ 1,2 | YcrHbIif onpoc
process i k
Ways of Working. Vocabulary practice. My dream ) KOMMBIOTEpHbIE IICK -3.1/1,2 | Yerusiit onpoc
job. Speaking skills development. TEXHOJIOTHH, Case
Preparinga CV Covering Letter study Hanncanue
5 COIIPOBOIUTE
HOT'0O ITMCbMa U
pestome
Looking for a job 2 YcrHbIi onpoc
Job interview PoneBass  wurpa
5 «CobecenoBanu
€ Tpu TpHeMe
Ponesas urpa Ha padoTy»
Career Ladder 2 Hamucanwue
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7 Business People and Business Leaders: Secrets of [Mpe3enTanms
Success. «Kak  moctnub
ycnexa?»
«Hcropun
2 ycrnexa
W3BECTHBIX
JIFOJICHY,
KOHTPOJIbHAs
pabota Ne3.
CamocrosiTeibHAs padoTa CTy/JAeHTa
1 Internet research on the theme “Work and Jobs in I1K-5,6,14/ 1,2 | YcrHbiii onpoc,
English-Speaking Countries” 2 [ICK -3.1/1,2 | nposepka
2 Internet Research on the Theme “Looking for a job in Wndopmaronnble MHCEMCHHBIX
. . - 2 TEXHOJIOTHH, Case paboT.
English-Speaking Countries
study Urenue u
3 Hanrcanne pe3romMe B COmpoBOUTENBHOTO MUChMA 4 KoMmbroTepHbIe COCTABJICHIIE
4 [TonroToBKa onucaHusi CTPYKTYpbl KOMIIAHUH 4 TEXHOJOTHH, Case NpaBHJ 1O
5 [TonroroBka npe3eHTanuu 1o mpoekTy «CeKpeTbl 6 study, oGyueHue B TEXHHKE
ycriexa 3HaMEHUTBIX OM3HECMEHOB) COTPY/IHUYECTBE. 6e30MACHOCTH
6 Working Environment. Problems at work 4 Ha pabouem
MecTe
Paznea Ne 5. In Company IIpakTHYeckne 3aHATHA
1 The Structure of the Company. Company I1K-5,6,14/ 1,2,3 | Onucars
Description. 2 IICK - 3.1/1,2 | u3BecTHYyIO
KOMITaHUIO.
2 Managers, executives and directors. Types of AynmpoBaHue:
Management. VVocabulary Practice. T ——_— nexnus «Kakyro
TEXHOJIOTHH, Case g)gfah:lznaunn
4 study BBIOpATh TUTSE
Oymy1ero
Ouzneca?»
KOHTPOJIbHAS
pabora Ne 4.

CamocrosiTeibHasi paboTa cTyeHTa
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Internet research on the theme “The Most I1K-5,6,14/ 1,2
Successful Companies in the World. Company 1 NCK -3.1/1,2,3
Description” HNudopmanronnbie v N
Listening to the Part of the Lecture “Which type of TEXHOJIOTUH, CaSe CTHBIH OTIPOC,
.o . ” 1 TECTUPOBAHUE.
organization to choose for the future Business? study
Internet research on the theme “Types of )
Management”.
Uroro: 72
Cemectp 7
HaumeHnoBanue Conep:xanue yuedOHOro MaTepuaJa, 1adopaTopHbie Oobem Oopa3oBarenbHble | @opMupyemble DopmbI
pa3aesioB U TeM padoTHI M MPAKTHYECKHUE 3aHATHS, CAMOCTONATEILHAS 4acos/ TEXHOJIOTHH KOMIeTeHIun/ TEeKYIIero
paboTa cTy1eHTOB, KypcoBasi padoTa (MpoeKT) 3a4YeTHBIX YPOBeHb KOHTPOJIS
eXUHMUII oCBOCHUA*
1 2 3 4 5 6
IlpakTH4YecKue 3aHATHSA
. [1K-5,6,14/ 1,2 | ®poHTalbHbII
Paznen 6. Meetings - — - ” ’
At g Types of meeting, Organizing the meeting Internet 2 YueOHbIe IICK -3.1/1,2 orpoc,
Research on the Theme “Types of Meetings” Ipe3eHTaINN WupuBuayansH
Discussion techniques. Internet Research on the 2 HNudopmannoHHbie BIH OTTPOC,
Theme “Discussion and Negotiation Techniques TEXHOJIOTHH KonTponbHas
pabota Ne 1
CamocrosiTetbHast padoTa CTyIeHTa
Internet Research on the Theme “Types of Meetings” 2 OK-4,5/1,2,3
Internet Research on the Theme “Discussion and 2 11__[[}(2_1; ,E; ,?L.Alllmi’,g,,z Y CTHBIH ompoc
Negotiation Techniques”
IIpakTH4eckune 3aHATHSA Munaun
. TECTHUPOBAHUE
P 7. Presentations - - -
asaed Preparation and introduction. Internet Research on 2 [TpoexTHas OK-4,5/1,2,3 [Tpe3enTarus
the Theme “Presentation Techniques” TEXHOJIOT s, IMCK -3.1/1,2,3 IPOEKTOB
Main part of a presentation 2 uadopmanmonnsre | I1K-5,6,14/1,2,3 | Vcruslii onpoc,
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Closing presentation and questions. Coznanue TEXHOJIOTHH OIIK - 2/1,2,3 KonrposbHast
coOcTBeHHOM Tpe3eHTanmu 1o Teme “The Company 2 pabota Ne 2
Structure”
CaMocrosTeILHAS pa60Ta CTYACHTA
Internet Research on the Theme “Presentation 3 [TpoekTHas [1K-5,6,14/ 1,2
Techniques” TEXHOJIOTHSL, [ICK -3.1/1,2 [Ipe3enTanus
Co3nmanre cOOCTBEHHOM pe3eHTaNuu Mo Teme “The 3 nH(pOpPMaLMOHHbBIE MIPOEKTOB
Company Structure” TEXHOJIOTHH
Paznen 8. Branches of IpakTHyecKue 3aHATHS
IS:?\L/JISCt e? .Rl\‘/algrilll:rf]zcturmg, Manufacturing and services. VVocabulary practice.
' Internet Research on the Theme “Branches of 2
Industry”. OK-4,5/1,2,3
The Development Process. Vocabulary practice. ICK -3.1/1,2,3 .
[MoxaroroBka npe3enranuu «Retailing Industry in our 4 Kowmproreprbie I1K-5,6,14/1,2,3 YCTHBIA onpoc,
Country/ City)). TEXHOJIOI'UH, OIIK — 2/1,2’3 MMpEe3CHTalnA
Innovation and invention. Reading 4 HPOCKTHA HPOCKTOB,
Making things. Vocabulary practice. IToaroroska TEXHOTOTHA, KOHTPOIbHAA
) ' 2 oOydeHue B pabora Ne 3.
OHI/Ica.HI/IH HpOIIeCCB,.HPOI/I?,BOIlC.TBa. : COTPY/THHYECTBE.
Materials and suppliers. Speaking practice. 2
Business Philosophies. Buyers, Sellers, and the 4
Market. Reading. Discussion.
CamocrtosiTenbHast padoTa cTyJAeHTa
Internet Research on the Theme “Branches of 4
Industry”. KOMILIOTEDHELS I1K-5,6,14/1,2,3
[Moxaroroska npe3enranuu «Retailing Industry in our 5 TeXHOHOFI/Iﬁ [1CK - 3.1,
country/ city». HpoexTHas ’ 3.3/1,2,3 YCTHBII1 ompoc.
[ToaroroBka onucanus mpouecca NpoOU3BOJICTBA. 4 TEXHOTOIS.
Yrenue Texcra «Business Philosophiesy. 5
Paznen Ne 9. Marketing IIpakTHyeckue 3aHATHS
Marketing and Market Orientation. 2 VH(bOpMAILHOHHEIE OK-4,5/1,2,3 | YcrHslit onpoc
Products and Brands. 2 TeXHOI0rHH, Case ll?llélgf?%i//% § YCTHbIi opoc
study, oOyueHwue B el
Price. Money. 2 COTPYAHUYECTBE. VYerHBIl onpoc
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4 Place. Promotion. VVocabulary practice. 9 KontponbHas
pabota Ne3.
CamocrosiTesibHasi padoTa CTyleHTa
1 Internet Research on the Theme “Products and 4 IICK -3.1/1,2,3
Brands.” Hudopmanmonnsie | [1K-5,6,14/1,2,3
2 CocTaBuTh JeTaTIBbHOE ONMKMCAHUE MPOLIEcca MPOIAXK TEXHOJIOTHH, CaSe OIIK - 2/1,2,3 | VcrHblii onpoc
KOHKPETHOT'O Op3HJ1a C UCITOJIb30BAaHUEM 4 study
MapaMeTpoB: IIeHa, pEKJIaMa, Pa3MEIICHHE MMPOTYKTa.
Hroro: 72/144

* B Tabnuie ypoBeHb YCBOCHHS y4eOHOT0 MaTepHaia 0003HaueH nudpamu:

1. — penpoiyKTUBHBIN (OCBOCHUE 3HAHUM, BBHITIOJIHEHHUE JIEATEILHOCTH 0 00pa3Ily, MHCTPYKIIMU MU TMOJT PYKOBOJICTBOM);

2. — HpOI[YKTI/IBHHﬁ (HHaHI/IpOBaHI/Ie H CaMOCTOATCIIbHOC BBLIIIOJHCHUC ACATCIIbBHOCTH, PCIICHUC HpO6HCMHBIX 3a1a4; IIPUMCHCHUC YMeHI/Iﬁ B HOBbIX

YCIIOBUSIX);

3. - TBOp‘leCKI/Iﬁ (CaMOCTOHTeHBHOC IMPOCKTUPOBAHUC SKCHepHMeHTaHBHOﬁ ACATCIIBbHOCTH, OLICHKA U CaMOOLICHKA WHHOBAI[MOHHOM I[GHTGJ'IBHOCTI/I).
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6. O0pa3zoBaTeibHbIE TEXHOJIOTHU
I/IHTepaKTI/IBHble 06p330BaTeJILHLIe TCXHOJIOTUH, UCTIOJIb3YCMBIC B ay IUTOPHBIX 3aHATUAX

Bun
Cemect 3aHATHA Hcnonb3yeMble HHTEPAKTHBHBIC Komrgectso
P (JL, TIP, o0pa3oBaTellbHbIE TEXHOJIOTUH 94COB
JIP)
7 I1P [TpoexTHas TEXHOJIOTHS, WHTEpHET- 14
UCCIIeIOBAaHME, MPE3CHTAIHsI POEKTOB, POJICBBIC
urpbl (3a7aHusi Ha B3aMMoOjIeiicTBUE), Case study,
0o0y4YeHHEe B COTPYAHUYECTBE.
I1P [IpoekTHas TEXHOJIOTHS, WHTEpHET- 14
8 UCCIIeIOBAHHE, pe3eHTaIHS MIPOCKTOB,
poJieBble UTPHI (33aHUsI HA B3aUMOJICHCTBHE),
case study, oOyueHHEe B COTPYAHUYECTBE.
Utoro: 28

7. OueHoYHBIE CpeCcTBA Il TEKYIIer0o KOHTPOJIS YCIIeBAeMOCTH U MPOMEKYTOUHOI

aTreCcralnumn

7.1.0pranu3anus BXOJHOI0, TEKYIIEro U MPOMEKYTOYHOI0 KOHTPOJIA 00y4eHust

e Bxoanoe TECTUPOBAHUEC — TECT U ONPCACIICHUC YPOBHA CTYICHTOB B A3BIKC

e Texynui KOHTPOJIb — YCTHBIN OIPOC

L4 HpOMe)KYTO‘lHaH aTTCCTAalHA — KOHTPOJIbHAsA pa60Ta, TCCTOBBIC 3aJaHUA

7.2. Opranu3anusi KOHTPOJIS:

(mpumep)

BxoaHoe TectupoBaHue - nmpumep.

Total score Level
0-15 Beginner
16 - 24 Elementary
2532 Pre-intermediate
33 -39 Intermediate
40 - 45 Upper Intermediate
46-50 Advanced
Grammar
1.1 from France.
a) is
b) are
c) am
d) be
2. This is my friend. name is Peter.
a) Her
b) Our
c) Yours
d) His
3. Mikeis
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a) my sister’s friend
b) friend my sister
c) friend from my sister
d) my sister friend’s
4. My brother is artist.
a) the
b) an
c) a
d) —
5. 20 desks in the classroom.
a) Thisis
b) Thereis
c) They are
d) There are
6. Paul romantic films.
a) likes not
b) don’t like
c) doesn’t like
d) isn’t likes
7. Sorry, I can’t talk. | right now.
a) driving
b) ‘m driving
c) drives
d) drive
8. She at school last week.
a) didn't be
b) weren’t
C) wasn’t
d) isn’t
9. 1 the film last night.
a) like
b) likes
c) liking
d) liked
10. a piece of cake? No, thank you.
a) Doyou like
b) Would you like
c) Want you
d) Areyou like
11. The living room is than the bedroom.
a) more big
b) more bigger
c) biggest
d) bigger
12. The car is very old. We’re going a new car soon.
a) tobuy
b) buying
c) towill buy
d) buy
13. Jane is a vegetarian. She meat.
a) sometimes eats
b) never eats
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14.

15.

16.

17.

18.

19.

20.

c) often eats
d) usually eats
There aren’t

buses late in the evening.

a) some
b) any
c) no
d) a

The car park is

to the restaurant.

a) next

b) opposite
¢) behind
d) in front

Sue

shopping every day.

a) isgoing
b) go

c) going
d) goes
They

in the park when it started to rain heavily.

walked

a) were walking
b) were walk

c) are walking

a) Did you ever

b) Are you ever

c) Have you ever
d) Do you ever
We’ve been friends
a) since

b) from

c) during

d) for

You

seen fireworks before?

many years.

pay for the tickets. They’re free.

a) haveto

b) don’t have

c) don’t need to
d) doesn’t have to

Vocabulary

21. You may not like the cold weather here, but you’ll have to , ’'m afraid.

22.

a) tell it off
b) sort itself out
C) putup with it
d) put it off

It’s cold so you should on a warm jacket.

a) put
b) wear
c) dress
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d) take
23. Paul will look our dogs while we’re on holiday.
a) at
b) for
c) into
d) after
24. She a lot of her free time reading.
a) does
b) spends
¢) has
d) makes
25. Hello, this is Simon. Could | to Jane, please?
a) say
b) tell
c) call
d) speak
26. They’re coming to our house Saturday.
a) in
b) at
c) on
d) with
27. 1 think it’s very easy to debt these days.
a) gointo
b) become
c) godown to
d) getinto
28. Come on! Quick! Let’s get !
a) highlight
b) cracking
C) massive
d) with immediate effect
29. | phoned her I heard the news.
a) minute
b) during
c) by the time
d) the moment
30. I feel very . I’'m going to go to bed!
a) nap
b) asleep
c) sleepy

Texkymuii KOHTPOJIb - YCTHBIN onpoc. IlpumMepHblii nepedyeHb BONPOCOB.

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.

IIpome:xxyrounas arrecranus. Ilpumep.
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I. Use a word from the box to complete each sentence. There is one extra word that you
don’t have to use.

| deal responsible job manage under of responsibility work

| R for Morgans the aircraft company. 2. I ................... the manufacturing plant
in Cambridge. 3. [ am in charge ................. the production team. 4. About 120 people work
........... me. 5. Coordination between production and designismy .................. . 6. 1 .........
with a lot of people in the company and with our customers. 7. 'm ................ for a budget of
over € 100 million.

1. 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 €. commute
6. clock f. shift
7. working g. solving

h. hours
I11. Choose the best word from the brackets () to fill in the gap.
1. Weneed to .............. (join/ recruit) four new people for our office in Manchester. 2. We
are using a recruitment .................... (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 for the .................. (works/ posts). 5. We are going to look at all
the letters of ................... (application/ situation) over the weekend. 6. On Monday, we will
drawupa ............. (reference/ shortlist) of 10 or 11 people. 7. Then we’ll invite them all to
come foran ................... (interview/ appointment). 8. We hope to ................... (apply/

appointment) the successful applicants by the end of the month.
IVV. 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 |
1. My name is Jean Wilson and I have just started working ................ a bank. 2. I graduated
........ Edinburgh University last year with a degree 3. .................. Business and
Management. 4. Now I am going to train ....... an accountant. 5. I think I will do well, because I
am good ............. figures and 1 am skilled 6. ............ using computers. 7. I think that
training ............... a specific job will be more interesting than the general education I got at
university.
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 receives. a. severance payment
2. Payment for those who have stopped working — especially due to | b. stock options
age.
3. Benefit that lets employees buy company shares at a low price. C. compensation
package
4. This describes bonuses given for reaching objectives set by the | d. remuneration
company.
5. Money paid to an employee who is asked to leave an organization. e. performance-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 doesn’t | g. boardroom row
deserve it.
h. pension

V1. Choose the best word from the brackets.
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1. The CEO is the head of the ................... (administration/ management/ organization)
team. 2. We have 200 people onour ...................... (recruitment/ business/ payroll). 3. Our
..................... (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. I 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 through to the
........................ (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.’

VI11. 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@qgratisserve.co.us
C. single
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.
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mailto:MillJohn@gratisserve.co.us

a) As you will see from my CV, I 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 | have had direct experience of the day-to-day
realities of communicating with the public.
b) Yours sincerely

Signature

Russel Fleming
¢) Re: Vacancies for trainee Consultats
d) I am currently available for interview and would welcome the opportunity to discuss the post
in more detail. I look forward to hearing from you.
e) Dear Mrs. Proctor
f) I am writing in response to your advertisement 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 | 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.

7.3. TemaTuka pedepaToB, IPOEKTOB, TBOPYECKUX 3aJlaHUI, Icce U T.II.

ITo naHHOMY KypCy pEayCMOTPEHO BBIIIOIHEHUE IIPOEKTA, IPEACTABICHHOIO B BUIE
npe3entaiu Power Point. CTyieHT caMOCTOATENbHO BBIOMPAET TEMY MPOEKTA U TOTOBUT
IIPE3EHTALNIO, 10 OKOHYAHUIO KOTOPOM IIPOBOIUTCS JUCKyccus. [IpuMepHBIil IepedeHb TeM:

1. Business Etiquette.

2. Netiquette.

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

5. Job interview: dos and donts.

6. In house staff or freelancer?

7. The career of a translator/interpreter.

8. Time and time management.

9. How to hold a meeting.

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

7.4. KypcoBas pa6ora
KypcoBas pabora He npeycMOTpeHa

7.5. Bonpocsl K 3a4eTy, IK3aMeHy

Cemectp 7.

Crpykrypa Ousera:

1. BBINOJITHHATH JIEKCUKO-TPAaMMAaTU4Y€CKO€ 3aJaHHE.
2. HanmucaTh OIMH U3 MPUMEPOB /1€JI0BOii KOPPeCTOH/IeHI[HM:
- Letter of enquiry/ request

- letter of complaint

- letter of congratulation

- letter

- letter of invitation

- answer to a letter of invitation
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- e-mail

- memo

- report

- telephone message

3. PackpsbITh 0/IHY M3 NPEIAJTI0KEHHBIX TEM.

1. Cultures and culture

2. Distance and familiarity

3. Corporate culture

4. Dress code

5. Cross-cultural communication in business

6. Time in cross-cultural communication

7. Means and devises of business communication

8. Types of business correspondence

9. Rules of conducting negotiations

4, Pa3pIrpath QuaJjor.

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 Ivanov is not in his
office at the moment, as he’s at the meeting. Take a message.

Cemectp 8.

1. BLIOJIHUTH JIEKCHUKO-TPAMMATHYICCKOC 3a/IaHUCE.

2. HanucaTtb 0O1MH U3 NPUMEPOB /1eJI0BOIi KOPPeCIOHAeHIIUM:

- letter

- letter of invitation

- answer to a letter of invitation

- e-mail

- memo

- report

- telephone message

-CVv

- covering letter

3. PackpbITh 0/IHY U3 NPEAI0KeHHBIX TeM.

1. Types of meetings.

2. Unusual places for meetings.

3. Rules for an effective meeting.

4. How to make a presentation?

5. Job search.

6. Some tips for a successful job interview.

7. Career Ladder

8. My Future Profession

9. Business People and Business Leaders: Secrets of Success

4. Pa3pIrpathb JHAJIOT.

Example:

Student A. You are an HR director at “Teva” company. You are responsible for hiring new
staff for the positions of project managers. The projects involve selling a new product — medicine
for children. Try to define, what qualifications, experience and personality the employees need
and organize a job interview.
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Student B. You are looking for a job. You have come across an advertisement about a
vacant position of a sales manager in “Teva” (a large pharmaceutical company). Future
employees will be asked to sell a new medicine for children. You think you have the right
qualification and experience, as well as personality for this position. You sent your CV and was
invited to the job interview. Your task is to get the job.

7.6. Kpurepumn oueHKH
[TuceMeHHbIe pabOTHI OLIEHUBAIOTCS CIETYIOIUM 00pa3oM:
TecTbl MHOKECTBEHHOI'0 BHIOOpA.
3a KaxIbplii NPaBUIBHBIN OTBET CTYACHT moiydaeT 1 Oamn. TecT MHOXKECTBEHHOro BbIOOpa
coctouT u3 50 Bompocos. CienoBareabHO, MAaKCUMAIbHOE KOJUYECTBO 0aNIOB, KOTOPOE MOKET
nonyuuth ctyaeHT — 50 (100%). s moiaydeHus OTMETKH «OTJIMYHOY» CTYJIEHTY HEOOXOAMMO
Haobpatp 90-100 % (45-50 BepHbIX 0TBETOB). «Xopoio» - 70-89% (35 — 44,5 BepHBIX OTBETA).
«¥Y nosnerBopurenbHo» - 51-69 % (25,5 — 34,5 Bepubix 0TBeTOB). «He ynoBierBoputensHo» - 0-
50 % (meHee 25 BEpHBIX OTBETOB).
TecTbl ¢ OTKPBITHIMU BONMPOCAMHU (33JaHHUA HA PA3BEPHYTHI OTBET).
«OTnUYHO» CTAaBUTCA B CIy4yae MOJHOTO OCBSLICHHS CTYACHTOM BOINpOCa, C MpUMEpaMu U
CXeMaMH, eClIi TOro TpedyeT Bompoc.
«Xopo1Io» - OTBET HOCTATOYHO MOJHBIA, HO 03 mpuMepoB. Tpedyembie cxeMbl H300paKeHbI, HO
HET MX OIHCAHUS.
«Y IOBJIIETBOPUTEIHLHOY - OTBET HE COBCEM IOJHBIN (HAalIpUMeEp, CTYACHT J1ald HE COBCEM TOYHOE
OTIpeNieNIeHne; Ha3BaJl CTPYKTypy, HO HE Jan OOBSICHEHHS JMOO OMHCAHUS KaXIOro U3
CTPYKTYPHBIX KOMIIOHEHTOB). [IprMepbl mpuBOAATCS HE BCEra.
«He yoBneTBOpPHUTENBHOY - BOIIPOC HE PACKPHIT.
YcTHBII OTBeT.
«OTIMYHO» CTaBUTCS B CiIy4ae IOJHOTO OCBSIICHUS CTYACHTOM BOINpOCAa, C MpHUMEpaMu M
cXeMaMu, eciii Toro Tpedyet Borpoc. CTyIeHT MOXKET OTBETUTH Ha JIOTIOJIHUTEIbHBIE BOMPOCHI.
«Xopomio» - OTBET IOCTATOYHO MOJIHBIN, HO 0e3 npuMepoB. Tpedyembie cxeMbl H300paKeHbI, HO
HeT ux omnucaHus. CTyAEHT MOYTH BCErja MOXXET OTBETUTh Ha JIOMOJIHHUTEIHHO 3aJaHHbBIC
BOTIPOCHI.
«Y IOBIIETBOPUTEIHHOY» - OTBET HE COBCEM MOJHBIN (HAlIpUMeEp, CTYACHT Jajl HE COBCEM TOYHOE
OTpeNeNieHne; Ha3BaJl CTPYKTypy, HO He Jal OOBSICHEHUS MO0 ONMHCaHUS KaXIOro U3
CTPYKTYPHBIX KOMIOHEHTOB). I[Ipumepsl mpuBoasTcs He Bcerna. CTyIEeHT HE BCerja MOXKET
OTBETHUTH Ha JIOTIOJHUTEILHO 33JaHHBIE BOIIPOCHI.
«He y10BIeTBOPUTENBHOY - BOMPOC HE PACKPHIT.

8. CBeIleHI/Iﬂ 0 MAaTEePHAJIBHO-TCXHUICCKOM o0ecneyeHU N AUCHHUIIJIMHBI

Neni/r | HaummeHoBaHHe 000pYA0BaHHBIX YUEOHBIX [Tepeuenb 000pyJOBaHUS U TEXHUUECKUX
KaOuHETOB, JabopaTopuit CpeacTB 00yueHus
JlexuMoHHas ay IuTOpHUs KOMIIBIOTED, HOYTOYK, MarHuToQoH,
MIPOEKTOP
1. «CIIC Koncynerantlhtocy
2. ObC HOb

3. JIunracdoHHbIN KaOUHET

4. ObC «HUIl Uudpa-M»

5. DnekrponHas oubnuorexa PITY
6. Dnexrponnsiid karamor AVMBC «MARK —
SQL»

7. DnexkTponHas oubnmoreka MI'TOY
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8. Microsoft Volume License. Applications —
Office Standard 2010 Homep nuieH3uu:
48457427

9. Microsoft Volume License. Applications —
Office Professional Plus 2007. Applications —
Office Standard 2007. Homep nuueH3uu:.
45411627

10. SANAKO Study 1200 v.4.00 Howmep

JULEH3UH: 3879203-01001177-010741-
000039-487
KommnbrorepHslii kinacce KOMITBIOTED, HOYTOYK, MarHuTo(oH,

MPOEKTOP, KOMUPOBAIHHBIN anmapar, CKaHep
1. «CIIC KoncynbrantlLitocy

2. ObC HOb

3. JIunradoHHBIN KaOUHET

4. 9bC «HUII Undpa-M»

5. DnektponHas oubnuoreka PITY

6. Dnexrponnsiii karamor AWMBC «MARK —
SQL»

7. DnexkTponHas oubnuoreka MI'TOY

8. Microsoft Volume License. Applications —
Office Standard 2010 Homep uIicH3HH:
48457427

9. Microsoft Volume License. Applications —
Office Professional Plus 2007. Applications —
Office Standard 2007 Howmep uieH3UH:.
45411627

10. SANAKO Study 1200 v.4.00 Howmep
TUICH3UH: 3879203-01001177-010741-
000039-487

9. O0mme pexoMeHAALMH NPU 00y4eHNH HHOCTPAHHOMY SI3BIKY

cTyAeHTOB ¢ nHBaJnAHOCTHI0 (HO/A):

1. B cBa3u ¢ ObicTpoit yTommseMocTeio cryaeHToB ¢ HOJIA HeoOXxoaumo pacnpenessTh

yq€6HBIfI Marepurajl B COOTBETCTBUC C BO3MOXKHOCTAMU CTYJCHTOB.
HY)I(HO YUUTBIBATE TEMII ACATCIBHOCTU CTYACHTOB (pa3MepeHH51171 TEMITI OCATCIIBHOCTH

JIEKIIHN.

BO BpEMs 3aHSATHS; B CBA3M C IOBBILIEHHOM YTOMJIIEMOCTBIO CTYJIEHTa MEpPBbIE 25 MHUHYT
3aHATUS paboTaTb B OBICTPOM TEMIE C IIOCTENEHHBIM €ro CHW)KEHUEM; IpU HHU3KOU
BpabaThIBAEMOCTH CTYJEHTa HayMHATh 3aHATHS B 3aMEIJICHHOM TEMIIE C MOCIEAYIOIUM
YCKOPEHHUEM I0JJa4y MaTepHaa).

3. Hcnonw3oBath KoMIbloTep, HHOOPMAIIMOHHBIE TEXHOJOTHH Ui OMOPHBIX KOHCIIEKTOB H

4. Hcnonb30BaTh MHTEPAKTUBHBIE METOBI 00yUeHHUs, 00ydeHUE B COTPYAHUYECTBE JJIs1 OoJiee

MPOAYKTUBHOI'O YUACTUA KAXKJA0I'0 CTyACHTA B y‘ICGHOM mnmpomnecce.




5. Hcnonb30BaTh paznoodpasnvie mMemoovbl u Cpeocmea KOHMPOJA 3HAHUN CHYOEHMO08
(komnvromepHbll mecm, UHOUBUOYATBHBII IKCHPECC-ONPOC, UCNOIb308AHUe 3A0AHUL PA3HOU
cmenenu Cl0HCHOCMU U T.J1.).

6. CTuMyIMpOBaTh CTYJIEHTOB K Pa3BUTHIO PEUEMBICIUTEIBHON EATEILHOCTH, K IPOSBICHUIO
WHUIMATUBBI B HAYYHO - OOIIECTBEHHOM 1eATEIbHOCTH.

7. Ob6ecrieueHue ONTUMAILHONH OPraHM3alul pabovero MecTa CTYJCHTa ¢ yU4&ToM (PU3HMUECKUX
BO3MOXKHOCTeH. OOecrneunTs y4yeOHbIE MaTepHalibl, aAaNTUPOBAHHBIC IJIS HHBAJIUIOB C
HOJA.

8. KoppekTHoe M TonepaHTHOE OTHOILIEHHE MpenojaBareisi K cTyAeHTy. HyxkHO moompsTs
CTYJI€HTOB OTHOCUTBCS APYT K APYTY TOJIEPAHTHO, yBAXKUTEIBHO.

Ihdpexkmusnvimu npuemamu KoppeKmupyouiezo 6030€icmeus Ha IMOUUOHATLHYIO U
no3nagamenvHyro cghepy cCmyoeHmos ¢ UHEANUOHOCHbIO AGNAIOMCA:

- NHTEPAKTUBHBIE JIEKIIUH, JIEKLIUU-BUKTOPHUHBI;
- 00yueHHe B COTPYAHUYECTBE;

- HHTEPHET-UCCIIEJIOBAHUE;

- UTPOBBIE CUTYALINH;

- POJIEBBIE UTPHI;

- UTPOBbIE TPEHUHTU, CIIOCOOCTBYIOLINE PA3BUTHIO YMEHUS O0IIATHCA C IPYTUMU;

[Tnanupys 3aHsATHE, NPENOAABATENb JIOJKEH 3alyMaThCsl, KaKUe CUXUYECKHUE MTPOLECChI

(BHMMaHMe, BOCHPUATHE, [TaMATh, MBILIUIEHUE, peub) OyayT Hambosee 3aJeCTBOBaHbI B XOE
3aHATHS. IMEHHO Ha 3TH MpOLECcChl U HAJ0 OPUEHTHPOBATHCSH, (HOPMYIHPYsI KOPPEKIIMOHHYIO
3ajady.
KoppekironHo-pa3BuBaronasl 3ajadya JO0JDKHA ObITh NpeAeabHO KOHKpeTHoH. Creunguka
00y4eHHsT HHOCTPAHHOMY S3bIKy CTYIEHTOB C WHBAJIMAHOCTBIO IIpejroiaraeT O0oJbIIoe
KOJINYECTBO WUIPOBOrO, 3aHUMATEIbHOIO MaTepuansa W HaJu4ue 3pUTEIbHBIX  OIOD,
HEOOXOUMBIX /ISl YCBOEHUS Pa3HbIX CTPYKTYD.

Oco60 cnemyeT cka3zaTh O TICUXOJIOTHH O0u{eHUs 6 X00e 3aHAmus, cmuje ooujeHus. 371ech
CJIelyeT yUUTHIBATh:
- COOTHOIIICHWE TIOOYXKICHHS CTYJCHTOB K JCATEIBHOCTH (KOMMeHmapuu, 6blCKA3bl8aHue
NOOANCUMENLHOU IMOYUU, YCIMAHOBKY, CIUMYIUPYIOWeEl UHmMepec, 801e80e YCuiue K PeuleHuio
3a0aqu u m.n.) v IPUHYKACHUS (Hanomunanue 06 ommemke, pes3Kue 3aMeuanus u m.n.),
- TaKT IIeJarora;
- TICUXOJIOTHYECKHI KIIMMAT B Tpynie (YMEHHE TOJIIepkKaTh aTMOC(eEepy pagoCTHOTO, JIETIOBOTO
oOmeHus ),
- caMOOpraHu3amus TIeJarora, BeIb Ha 3aHATHH BCE 3aBHCUT OT TIPEMOJaBaTels: €ro
COOpPaHHOCTH, HACTPOS, TIEIarOTHYeCKON HaXOAUYMBOCTH, ONTUMHCTUYECKOTO MOAX0/1a U TIp.

10. YueoHO-MeTOAMUECKOE 00ecTIedeHrEe U CIUILIHHBI

10.1. OcHoBHasi JuTepaTypa

1. AnnpeeBa H.A. JlenoBoit anrmmiickuii : yueOnuk / H. A. AwnzgpeeBa; OTB.pe.
JI.C.ITnukosa. - M. : IIpocnexkr, 2014. - 108c.

2. I'pammaruka s genmoBoro  OOIIEHHWS Ha  aHIJIMCKOM — si3bIKe  (MOAYJIBHO-
KOMITETEHTHOCTHBIN 1moX0/): YueOHoe nmocooue / 3.B. ManbkoBckas. - Mocksa : HULL
Hudpa-M, 2013. - 140 c.: 60x88 1/16. - (Bricuiee obpa3zoBanue: bakanaspuar). (0) ISBN
978-5-16-005484-1 - Texkcr : AIIEKTPOHHBIH. - URL:
https://new.znanium.com/catalog/document?id=248375.

3. ManbkoBckas, 3. B. AHIIMHCKHN S3BIK B CHUTYyalMsX ITOBCEAHEBHOTO JIEIIOBOTO
obmenus: YueoHoe nmocodue / ManbkoBckas 3.B. - Mocksa : HUL] MHDPA-M, 2016. -
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223 c. (Bwiciee obOpaszoBanme: bakamaBpmar) ISBN 978-5-16-005065-2. - Tekcr :
anekTponHbIi. - URL: https://znanium.com/catalog/product/519607

10.2. TonostHuTEIBHAS IUTEPATYPA

1.

2.

Bappemn WM. Intelligent Business : Coursebook: Elementary / bappemn, Upen, bappem,
Hukonac. - Tekct Ha anriauiickom si3eike. - Harlow : Pearson Longman, 2009.

Bonkosa E. I'. DOtuka nmemoBoro ooOmreHus = Meroauka BeIeHHUs IeJI0BOM Oecenpl :
yueb.mocobue ans u3gar.cnen.By3oB / Bomkosa, Enena I'eoprueBna ; Mock.roc.yH-T
neyatd. - M. : MI'VII, 2009. -

Wnrombl 1 ¢pa3oBeie r1aroisl B AEIOBOM OOMICHWM (AHMIMHUCKUAN s3BIK): YdeOHOe
nocobue / 3.B. ManpkoBckasg. - MockBa : UHOPA-M, 2011. - 184 c.: 60x90 1/16. -
(Beicmiee oOpaszoBanme). ISBN 978-5-16-004460-6 - Tekcr : amekrtponnsrii. - URL:
https://new.znanium.com/document?id=296794

KonecankoBa H. JI. llenmoBoe obmienne = Business Communication : y4e0.mocobue /
KonecnukoBa, Haranus JIbBoBHA. - 6-¢ u3n. - M. : ®aunTa : Hayka, 2007.

OBunnaukoBa WM.M. JlenoBoe oOmIeHHE TO-aHTIMHACKH : peE3lOMe, TepernucKa,
neperoBopsl:  yueb.mocobue / M. M. OsumnaukoBa, B. A. Jlebemea ; mon
pen.C.C. Xpomosa. - 2-¢ u3z. - M. : YauBepcurerckas kaura, 2012.

[leBenena, C. A. IlleBenéra C.A. [lenoBoii anrnuiickuii: Yueb. nocodue ais By30B. — 2-
e u3., nepepad. u gom. - M. : OHUTU-JAHA, 2017.- 382 c. - ISBN 978-5-238-01128-8.
- Texcr : anextponnsii. - URL: https://znanium.com/catalog/product/1028717

10.3. Y4yeOHO-MeToaMUYecKoe M HHGPOPMAIHOHHOE o0ecriedeHHe AUCHUIIMHBI JIJIs1
OpPraHu3aliid CAMOCTOSITEJbHOH PadoThl CTYAEHTOB (COJCPKUT TIEPEYCHh OCHOBHOMU
JMTEPaTyphl, JOMOJHUTEILHOW JIUTEPATyphbl, MPOTrpaMMHOrO obOecrieueHuss u MHTepHeT-

pecypchl).

1. Dnekrponnas 6ubnuoreka «3HaHUyM»: https://new.znanium.com

2. JIxoncon K. Intelligent Business [Onextponnsiii pecypce] : Skills Book: Elemenary /
Jlxoncon, Kpuctuna. - TekcT Ha aHTTIMHCKOM sI3bIKE. - | ONT.JUCK : I[B.WIIL.

3. JlenmoBo# aHTTIMICKUI ISl CTYACHTOB (KOJUICKIHS YIPAXKHEHHH M0 JIEKCHKE U
rpammMatuke) http://www.businessenglishsite.com/

4. http://busyteacher.org/7272-15-activities-that-your-business-english-students.htmi

5. YmpaxHeHus AJIs CaMOCTOSITEIbHON pabOThI CTY/IEHTOB B PEKUME OH-JIaiH
http://www.businessenglishstudy.com

6. Ted Ideas worth spreading www.ted.com

7. Caiit bpurtanckoro coera http://learnenglish.britishcouncil.org/en/

8. HurepakTuBHBIC YpokH aHrmiickoro http://www.real-english.com/

9. Lingualeo camoyuunTens anrimiickoro http:/lingualeo.ru/

10. CamoyuuTtens anrimiickoro http://www.mingoville.com/?lang=ru

CaoBapmu:

1.

2
3.
4.
5

Cnosaps Jlurman onnaiia http://www.longmandictionariesonline.com/
CrnoBaps Makmuuian onnaita  http://www.macmillandictionary.com/
Oxcdopackwuii cioBapb ontaiin http://oald8.oxfordlearnersdictionaries.com/
Mynbrutpan. CiioBapb oHIaliH WWW.multitran.ru

CnoBapb JIuHrBO OHIAitH WWW.lingvo.ru
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JIMCT PETUCTPALIMU U3MEHEHUI

Ne Homep u nara npotokona [TepeueHb H3MEHEHHBIX
n/a 3acegannsa YMC NIYHKTOB
30.08.2019, nporokon Ne 8 OOHOBIIEH CIMCOK JIMTEPATYpPBl, CIIUCOK

1. COBPEMEHHBIX NPO(ECCHOHANBHBIX 0a3 JaHHBIX U
UH(POPMALMOHHBIX CIIPABOYHBIX CUCTEM, CITHCOK
JIMIEH3HOHHOTO MPOrpaMMHOTro obecrieyeHuns B
m. 10.

2. 31.08.2020, mpotokom Ne 1 OOHOBJIEH CITHCOK TUTEPATYPhI, CITHCOK

COBPEMEHHBIX NMpodeccuoHanbHBIX 0a3 JaHHBIX H
WH()OPMAIIMOHHBIX CIIPABOYHBIX CHCTEM, CITHCOK
JIULEH3UOHHOTO MTPOrpaMMHOT0 obecTieyeHus B
m. 10.
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