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Conepxanue

OPTAHU3AIIMOHHO-METOJUYECKUM PA3JIE

CTPYKTYPA U COAEP KAHUE JUCHUIIJINHBI
OCOBEHHOCTHU OBYYEHMU S NHBAJINIOB U JIUI C OB3
YYEBHO-METOAUYECKOE OBECIIEYEHUE

CAMOCTOSATEJIbHOMPABOTBI OB YUAIOIIIUXCS

OBPA3OBATEJIBHBIE TEXHOJIOT'MHA
OIEHOYHBIE CPEJCTBA JJIA TEKYIIET'O

KOHTPOJISI YCIIEBAEMOCTH ¥ MPOMEKYTOYHOM ATTECTALIANA
YYEBHO-METOINYECKOE U WH®OPMAIIMOHHOE
OBECHEYEHUSYYEBHON JUCHUTLINHBI
MATEPHUAJIBHO-TEXHUYECKOE OBECIEYEHUE
YYEBHOM JUCIUTIIVHBI



1. OPFAHI/BAHI/IOHHO-METOI[I/I‘IECKI/Iﬁ PA3JIEJI
1.1. Ilenu u 3a7a4u OCBOCHUS y4eOHON JUCIUILTUHBI (MOTYJIs)

[Menb qucHUIUIMHBL «S3BIK J€I0BOT0 OOIIEHNS (MHOCTPaHHbIN S3bIK)» - pa3BUTHE
HaBbIKa KOMMYHHKAIMH U IIEpeBOJa TEKCTa ¢ NPOPECCUOHATBLHON TEPMUHOJIOTHEH.

3agauu JUCHMILTUHBI:

- 03HAKOMJICHHE C OCHOBHBIMHU BUJIAMU JIEJIOBOM KOPPECTIOHICHIINH;

- pa3BUTHE 3HaHUH B 001acTU TPO(HEeCCHOHATEHOM TEPMUHOIOTHH;

- COBEPILICHCTBOBAaHUE HABBIKOB NMPUMEHEHHS] B NEPEBOMUYECKON JESITEIIBHOCTH COBPEMEHHBIX
MH(OPMALIMOHHBIX TEXHOJIOTHII;

- COBEPIICHCTBOBAHUE MTEPEBOAUYECKUX HABBIKOB.

1.2. Mecto auciuIuInHbl (MOIYIs) B CTPYKTYpe 00pa30oBaTeIbHOM MPOrpaMMBbl
HaIpaBJICHUS TIOATOTOBKU

JucuuruimHa «SI3bIk  J1eioBoro  oOmIeHHs (MHOCTPAHHBIA S3bIK)» MPEICTaBIseT COOOM
JUCHUTUTMHY TI0 BBIOOPY 4acTd, (popMHUpYeMOH y4acTHHKaAMH OOpa30BaTEIbHBIX OTHOIICHHN
omoka (b1.B./IB.04.01) d¢enepanbHOr0 TOCYIapCTBEHHOTO O00pa30BaTEIBHOIO CTaHAApTa
BBICHIETO NPO(PECCHOHATBFHOTO O0pa3oBaHMsl MO HANpaBiIeHWIO ToAroToBKH 39.04.01
«Couunonorusi». OTpaboTKa MpakTUYeCKas HABBIKOB OCHOBBIBAETCS HA 3HAHUAX, YMEHHSIX,
MOJYYCHHBIX B Pe3yJbTaTeé OCBOCHUS TAaKWX TUCHUIUIMH OakanaBpuaTa, Kak «VHOCTpaHHBIN
SI3BIKY», «IHOCTpaHHBIH S3bIK B PO(PECCHOHATBHON KOMMYHHUKAIHH

1.3. TpeGoBanwmsI K pe3yyIbTaTaM OCBOCHUS y4eOHOW JUCIUATIIMHBI (MOTYJIs )

B pPE3YyibTaTe HU3YYUCHUSA OUCHUIIINHBI «SI3BIK J1€710BOTO O6H.I€HI/I$I (I/IHOCTpaHHHﬁ HSHK)»
06y‘~IElIOHIPIﬁC?I JIOJDKCH 61a0emb KomnemeHuuamu.

Kon Conepxanre KOMIETEHIUU NuanKkaTopsl JOCTHKEHHUS

KOMIIETECHITUH KOMIIETEHIUU

VK-4 Cnoco0eH npuMeHsTh VK-4.1. 3HaeT 0COOEHHOCTHA U METOIBI
COBPEMEHHBIC MIPUMEHECHUS COBPEMEHHBIX
KOMMYHHUKATHBHbBIC KOMMYHHKATHUBHBIX TEXHOJIOTUH, B TOM YHCIIE
TEXHOJIOTUH, B TOM UHCJIE€ HA | HA MHOCTPAaHHOM(BIX) sI3bIKe(ax), JUIs
MHOCTPaHHOM(BIX ) aKaJeMHYeCcKoro U MpodeCcCHOHATBHOTO
si3bIKe(ax), TSt B3aNMOJICHCTBHSA
aKaJeMUYECKOro 1
npodeccrnoHalIbHOTO VYK-4.2. YMeer npuUMeHSTh COBPEMEHHBIE
B3aUMOJICHCTBHS KOMMYHHUKATHBHbIC TEXHOJIOTUH, B TOM YHCIIE

Ha MHOCTPaHHOM(BIX ) s3bIKe(axX), AJs
aKaJIeMHUYeCKOro U MpoecCnOHaIBLHOIO
B3aUMOJICUCTBUA

VYK-4.3. Baneetr HaBbIKaMu TPUMEHEHUS
COBPEMEHHBIX KOMMYHHUKATHBHBIX
TEXHOJIOTHI, B TOM YHCIIE Ha
WHOCTPAaHHOM(BIX) SI3bIKE(AX ), JUIS
aKaJeMUYECKOro U MPOoGeCCUOHATBHOTO
B3aUMOJICHCTBUS




VYK-5

CniocobeH aHaIM3upOBaTh U
YUUTHIBATh pa3HooOpa3ue
KYJIbTYp B Ipoliecce
MEXKYJIbTYPHOTO
B3aHUMOJCUCTBU

VYK-5.1. 3naet pazHooOpas3ue KyiabTyp B
MPOLECCE MEKKYIBTYPHOTO B3aUMOICHCTBHUS

VYK-5.2. YMmeer aHanu3upoBaTh U YUUTHIBATh
pasHooOpa3ue KyJIbTyp B Ipolecce
MEXKYJIbTYPHOTO B3aUMOIEHCTBUS

VK-5.3. BnazgeeT HaBbIKAMH aHaIM3a U
MPaKTUYECKOT0 MPUMEHEHHS 0COOCHHOCTEH U
pa3zHO00pa3us KyJIbTyp B Ipoliecce
MEXKYJIbTYPHOTO B3aUMOICHCTBUS

2. CTPYKTYPA U COAEPXKAHUE YUEBHOM JUCIHUILIMHBI (MOIY.JIS)

2.1.06bem pucrumuinabl - 108 yacos/3 3.e. Bua oTueTHOCTH — 3a4eT ¢ oLeHKoM (2 cemecTp)

Bup yyeOHoli padoThI Bcero, yacon OunHast 3aouHas
dopma ¢dopma
O4ynasn 3aounas (1 kype, 1 kype
dopma dbopma
AyauTopHAas pa6oTal60 12 60 12
o0yuaruuxcst c
npenoaaBarTesiemM (mo
BU/IAM Y4eOHBIX
3aHATHI), BCero B TOM
yncie:
Jexkmuu (JI)
B TOM quclie,
MpaKTU4ecKasi MOArOTOBKA
(JITIIT)
IpakTuueckue 3anatus |60 12 60 12
(13)
B TOM quclie,
MpaKTUYeCcKasi MOJIr0OTOBKA
(TT3I1IT)
JlabopaTopHbie padoThI
(JIP)
B TOM quclie,
MpaKkTUYeCcKasi MOJArOTOBKA
(JIPTIIT)
CamocrosiTe/ibHAA 48 92 48 902
padora 00y4aroUMXCs
(CP)
B TOM 1517 (o) (N
MpaKTHYeCKasi TOIr0TOBKA
(CPIIII)
IIpomexxyrounas
aTTecTarus (MOArOTOBKA U
caya), BCEro:
3auer




KonTposnb
3a4eT ¢ OIeHKOM X
Hroro: Oomas 108,3 3.e.  |108, 3 108, 3 3.e. 108, 3 3.e.
TPYAOEMKOCTh yueOHOH| 3.€.
JTUCITUTITUHBI(B Jacax,
3a4ETHBIX CIMHUIIAX )
2.2.  CopaeprxaHue TUCIUIUIMHEI 10 TeMaM (pa3jenam)
No HanmenoBanue Coneprkanue pasjena (TeMaTHKa 3aHATHIN) dopmupyembie
n/m | pa3zaena (TeMbl) KOMIIETCHITHH
(nHACKC)
1 PA3JIEJI 1 Tema 1.1 Names, business cards, Dress code VK-4, YK-5
Business Culture Tema 1.2 Cross-cultural communication, Time
2 PA3JIEJI 2 Tema 2.1 Phones and numbers, getting through YK-4, YK-5
Telephoning and Tema 2.2 Messages and arrangements
correspondence Tema 2.3. Business correspondence: general outline
3 PA3JIEJI 3 Tema 3.1 Business letter writing VK-4, YK-5
Business correspondence | Tema 3.2 E-mail, contract
Tema 3.3 Memo, leaflet, report
4 PA3JIEJT 4 Tema 4.1 Looking for a job. Job interview YK-4, YK-5
Employment process Tema 4.2 Preparinga CV, Covering Letter
5 PA3JIEJI 5 Tema 5.1 Types of meeting, Organizing the meeting YK-4, YK-5
Meetings Tema 5.2 Discussion techniques
Tema 5.3 Presentations
6 Paznen 6 Tema 6.1 Marketing and Market Orientation YK-4, VK-5
Marketing Tewma 6.2. Products and Brands, Promotion
2.3.  Pazjienbl TUCHMIUIMH U BUJIBI 3aHATHHA
Ounas gpopma
Ne HaumenoBaHue pasjaesa
n/ AynuropHas Brueayn. | O6bem
n pabora pabora | Buacax
JI I13/JIP Cp Bcero
B TOM B TOM B TOM B TOM
qHCIIe, quCcIie qucIe YuCIe,
JITIIT /TI3IIIT / IIIT
CPIIII
1 | Business Culture 10/0 8/0 18
2 | Telephoning and correspondence 10/0 8/0 18
3 | Business correspondence 10/0 8/0 18
4 | Employment process 10/0 8/0 18
5 | Meetings 10/0 8/0 18
6 | Marketing 10/0 8/0 18
Hmoeo: 60 48 108
Bceeo: 60 48 108




3aounas popma

Ne HaumenoBaHue pasjaeia
n/ AyauTtopHas Baeayn. | O6wvem
n pabota pabora | Buacax
J I13/J1P CP Bcero
B TOM B TOM B TOM B TOM
YucCIJIC, HUCIIC quUcJe YHUCIJIC,
JITIT /TI3III / 111
CPIIIT
1 | Business Culture 10/0 8/0 18
2 | Telephoning and correspondence 10/0 8/0 18
3 | Business correspondence 10/0 8/0 18
4 | Employment process 10/0 8/0 18
5 | Meetings 10/0 8/0 18
6 | Marketing 10/0 8/0 18
HUmoeo: 60 48 108
Bceeo: 60 48 108

2.4. [Ina"pl cCaMOCTOSTEIILHON pabOThI 00YJAIOMIETOCs MO TUCITUTUIAHE (MOIYJTIO)

Ounast popma 00yueHust

Ne | HasBanue paznenoB | Bunel Tpynoem | ®opmupyemsie | DopMbl KOHTPOJIA
U TEM CaMOCTOSITEIIbHOU KOCTb KOMITCTCHIIUH
paboThl
1 | Business Culture IlepeBo1 TEKCTOB, 8 VYK-4, YK-5. | YcTHbIii onpoc,
aHaJM3 MepeBoaa MpoOBepKa
BBHITIOJTHEHUS 33/1aHUS
2 | Telephoning and [lepeBoa TEKCTOB, 8 VK-4, YK-5. | YcTHbIii omnpoc,
correspondence aHali3 IepeBoja [IpOBEpKa
BBITIOJTHEHUS 3/ I1aHUS
3 | Business [TepeBox TEKCTOB, 8 VYK-4, YK-5. | YcrHsii onpoc,
correspondence aHaju3 repeBoaa IIPOBEPKA
BBITIOJTHEHUS 3/ I1aHUS
4 | Employment process IlepeBoa TEKCTOB, 8 YK-4, YK-5. | Vernbiii onpoc,
aHaJmu3 repeBoaa MpoOBepKa
BBHITIOJTHEHUS 3a/1aHUS
5 | Meetings [TepeBo TEKCTOB, 8 YK-4, YK-5. | YcrHbriii onpoc,
aHaJIN3 MepeBo/ia MpoBepKa
BBITIOJTHCHUS 3/ TaHUS
6 | Marketing IlepeBoa TEKCTOB, 8 YK-4, YK-5. | Vcrnblii onpoc,
aHaJmM3 MmepeBoaa IpOBepKa
BBITIOJTHEHUS 3a/1aHUS




3aounas popma

Ne | HasBanue paznenoB | Bunel Tpynoem | ®opmupyemsie | DopMbl KOHTPOJIA
1 TEM CaMOCTOSITEIIbHOU KOCTh KOMITCTCHIINH
paboThI
1 | Business Culture [TepeBoa TEKCTOB, 14 VYK-4, YVK-5. | YcTHbIi onpoc,
aHaJIN3 TepeBo/Ia poBepKa
BBITIOJTHCHUS 3aIaHUS
2 | Telephoning and [TepeBo TEKCTOB, 14 VYK-4, YVK-5. | YcTHbIii onpoc,
correspondence aHaJIn3 NepeBoa MpoOBEpKa
BBITIOJTHEHUS 33/ I1aHUS
3 | Business [TepeBon TEKCTOB, 16 YK-4, YK-5. | YcrHslii onpoc,
correspondence aHaJn3 IepeBoa MpoBepKa
BBITIOJTHEHUS 33/ I1aHUS
4 | Employment process [TepeBoa TEKCTOB, 16 VYK-4, VK-5. | YcTHbIii onpoc,
aHaJIU3 MepeBo/Ia poOBepKa
BBITIOJTHCHUS 3aIaHUS
5 | Meetings [TepeBo TEKCTOB, 16 YK-4, YK-5. | Ycrubriii onpoc,
aHaJM3 MepeBoaa MIPOBEPKA
BBITIOJTHEHUS 3/ IaHUS
6 | Marketing [TepeBo TEKCTOB, 16 YK-4, YK-5. | YcrHbiit onpoc,
aHaAJIN3 TepeBo/Ia MpoOBepKa
BBITIOJTHCHUS 3aIaHUS

3.  OCOBEHHOCTH OBYYEHM S JINIL C OB3

HpI/I OpraHu3alinin 06y‘IeHI/I${ CTYACHTOB C OI'paHUYCHHBIMHU BO3MOXKHOCTAMHU 3JOPOBb

(OB3) HEOOX0IMMO YYUTHIBATH OMPEICICHHBIC YCIOBUS:

- yueOHbIe 3aHATHSI OPraHU3YIOTCS UCXOJIs U3 NICUXO(PU3MUECKOTO Pa3BUTHSI U COCTOSTHUS
310poBbsg Jul] ¢ OB3 coBMecTHO ¢ ApyruMu oOydyaromMMHUCS B OOIIMX TpYMINax, a TaKke
WH/IMBU/YaJIbHO, B COOTBETCTBUH C I'pa)IKOM MHAWBUIYAIbHBIX 3aHATHH;

- IpU OpraHM3alMM Y4eOHBIX 3aHATHI B OOIIMX TpyNMax MCIOJIb3YIOTCS COLHUAIbHO-
aKTUBHBIE U pe(IIeKCUBHBIE METOAbI 00YUEHHUsI, TEXHOJIOTMH COLMOKYIBTYPHOU peadmiinTauu ¢
LENbI0 OKa3aHWs IOMOIIM B YCTAHOBJIIEHWH IIOJHOLIEHHBIX MEXJIMYHOCTHBIX OTHOULICHMH,
co3/1aHusI KOM(OPTHOTO IICUXOJIOTMYECKOT0 KJIMMaTa B TPYIIIE;

- B IIpoliecce 00pa3oBaTEIbHOM JESITENbHOCTH MPUMEHSIOTCS MaTEPUAIbHO-TEXHUYECKOE
OCHAIIIEHUE, CIEeLUAIN3UPOBAHHBIE TEXHUYECKHE CpEACTBA IpHeMa-liepefayn  y4eOHOM
uH(poOpMalMl B JIOCTYHNHBIX QopMax Juisi CTYJEHTOB C pa3IMYHBIMU HapyLIEHUSMHU,
3JIEKTPOHHBIE 00pa30BaTeIbHbIE PECYPCHI B 3/1alITUPOBAHHBIX (hOopMax.

- o0ecneyeHHe CTYACHTOB TEKCTaMHU  KOHCIIEKTOB
KOHCIIEKTUPOBAaHHEM);

- UCIOJB30BAaHUE IIPU IPOBEPKE YCBOEHUS MaTepuala METOAMK, He TpeOyromux
BBINOJIHEHUS] PYKOMHMCHBIX pabOT WM W3JO0XKEHUs BCIyX (MPH 3aTPYAHEHUSAX C MHUCBMOM U
peubl0) — HalpUMep, TECTOBBIX OJIAHKOB.

IIpu mpoBeneHUU MpOLeTyphl OLIEHUBAHUS PE3YIbTaTOB O0YUYEHUS WHBAIMJOB U JIUI] C
OTPaHUYEHHBIMU BO3MOXHOCTSIMU 3JI0pPOBbSl IO JUCHUIUIMHE OOECIEYMBAETCS BBINOJIHEHUE
CJICAYIOIIMX JIOMOJHUTEIbHBIX TPEOOBAaHUN B 3aBUCMOCTH OT WHAMBUIYAIbHBIX OCOOCHHOCTEH
o0ydJaronuxcs:

1. MHCcTpyKIKs 1O MOPSIAKY IMPOBENEHUS MPOLEAYPhl OLEHUBAHUS IPEIOCTABISAETCS B
IoCcTyrmHOU (opme (YCTHO, B MHUCHMEHHOW (opme, Ha SJIEKTPOHHOM HOCUTENE, B TE€YaTHOMN
¢dopme yBeTUUEHHBIM HPUPTOM H T.I1.);

(mpum  3aTpygHEHUH C



2. JlocrynHas ¢opma MpeAocTaBiICHHS 3aJaHU OLEHOYHBIX CPEICTB (B IEYaTHOU
dbopwme, B meuaTHOl hopMe YBETUUECHHBIM MPUDTOM, B (hOpME DIIEKTPOHHOTO JOKYMEHTA);

3. JocrynHas ¢opma mpemocTaBiIeHHs OTBETOB Ha 3alaHus (MHMCbMEHHO Ha Oymare,
HaOOp OTBETOB HAa KOMITBIOTEPE, YCTHO, JIP.).

[Tpu HEOOX0AUMOCTH ISt 0OYUAIOIIMXCS ¢ OTPAHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBbS U
WHBAJIUIOB IMpolLieaypa OLICHUBAHMS pE3YyIbTaTOB OOYYEHHS MO JAUCHUUIIIMHE MOXKET
IIPOBOAMTHCS B HECKOJIBKO 3TAIIOB.

B ocBoenuu AUCHUIUIMHBI MHBAJIMJAMHU U JIMLIAMHU C OTPAaHUYEHHBIMU BO3MOKHOCTSIMU
310pOBbsI OOJIBIIOE 3HAUCHHE MMEET WHAMBHIyalbHas paborta. Ilog nHaMBUIYaIbHON paboTON
nozpa3zymeBaercs e (GOpMbI B3aMMOJCHCTBHS C IMpernojaBaTesieM: UHIUBUIyalbHas yuyeOHas
pabota (KOHCyJbTaluu), T.€. JIONOJHUTEIBHOE pa3bsICHEHHE Yy4eOHOro Mmarepuajia u
yriayOieHHOe U3yueHHe MaTepuala ¢ TEMH 00y4arolIMMHUCS, KOTOPhIE B 3TOM 3aUHTEPECOBAHbI,
U WHAMBHIyalbHas BOCHHUTaTeNbHas pabora. VHAMBHIyanbHbIE KOHCYJIbTAIlMHA 1O IMPEIMETY
ABIIAIOTCSA ~ B@XHBIM  (DaKTOPOM, CIOCOOCTBYIOIIUM  WHIUBUAYyaIH3alMM OOyYeHUS U
YCTQHOBJICHHIO BOCIHUTATEIBLHOTO KOHTAaKTa MEXIy IpenojaBareieM U 00ydarolmmMcs
MHBAJINIOM WM 00YYaIOUIUMCS C OTPAaHUYEHHBIMH BO3MOXKHOCTSMU 3/I0POBBSI.

4. YYEBHO-METOJIMYECKOE OBECHEYEHHUE CAMOCTOSTEJIbHOM
PABOTbBI OBYYAIOIIUXCA

Bo BpCMmA CaMOCTOSITEIILHOMI IIOATrOTOBKHN O6y‘IaCMBIe MOTYT TOJIb30BAThHCA CJICAYIOIINMU
UH(POPMALMOHHBIMH PECYpCaMH:

1. AHTTUNCKHH SA3BIK JIs1 A€JI0OBOI'O 06H_IGHI/I$IZ POJICBBIC HI'PBI IO MCHCIKMCHTY ! yqe6
nocobue / 3.B. ManbkoBckas. — Mocksa : UTHOPA-M, 2018. — 119 c. + Jlon. Marepuais! -
URL.: https://new.znanium.com/document?id=303129 .

2. Protocol and etiquette https://www.differencebetween.com/difference-between-protocol-
and-vs-etiquette/

3. Essential international business etiquette rules
https://www.globalnegotiator.com/blog_en/international-etiquette-rules-protocol-rules/

4. What IS the Role of Ethics in Translation Industry

https://harryclarktranslation.co.nz/role-ethics-translation-industry/

MeTtoanyeckie peKOMEH/IaIluH M0 OPTaHU3aIUN CAMOCTOSATEIBHON PabOThI

@®opMHUpOBaHUE LHKJIA CaMOCTOSATENIbHOW pabOThl BKIIOYAET CJEIYIOIIME JTallbl:
HOJArOTOBUTENILHBIA  (COCTaBlIieHHME pPabOYMX MporpammMm, NOAOOpKa Y4eOHO-METOIMUYECKUX
MaTepHajoB, AMArHOCTHKA MEPBUYHOTO YPOBHS 3HAHWM), OPraHU3alMOHHBIA — OIpe/eNeHHe
Hened, MOCTaHOBKA 3a4ad I MX JOCTH)KEHHH, YCTaHOBJIEHHE CPOKOB HX BBIIOJHEHMS,
KOHCYJIbTalluM (IPYyMIIOBbIE W WHAMBHMIYyalbHbIE); MOTHBAIMOHHO-AEATENbHOCTHBIA B BHUJE
CaMONPOBEPKHU, caMOpedIEKCHH, TPOMEKYTOUYHOT'O KOHTPOJISL.

Jlis  ¢dopMupoBaHHs aJeKBaTHOW MOTHBAlLlMU IpenojaBaTesb 00s3aH O0ECHEeUUTh:
NOHMMaHHE CTYACHTAMH 3HAYMMOCTH BBIIOJHSAEMON pabOTHI; aKTWBHOE y4acTHE CTYIEHTOB B
HCCJIEIOBATEIbCKOM AESITETbHOCTH (IIPOEKTHI, MPE3EHTAlMU) C IPUBJICYEHUEM JIOTIOTHUTENbHBIX
UCTOYHUKOB HH(OpMaImu (JIEKTPOHHBIX, MevaTHHIX). [lo3HaBaTenbHAs CaMOCTOSTEILHOCTh
CTYACHTOB pEalM3yeT CIIEAYIOIINE SBPUCTUUYECKUE YMEHHs: KOMMYHUKAaTUBHBbIE (TOBOpPEHHE);
KOTHUTHBHBIE (MOMCK U  aKTyaldu3alus HMH(OpMaluM); pedeMbICIUTENbHbIE (aHAIU3,
00001enue, nuTerpamnus, tuddepeHmanys).

Takre KOMITIOHEHTBI COJEpKaHHUS CaMOCTOSITEIbHOM pabOThl CTYJEHTOB KakK KYyJIbTypa
YMCTBEHHOTO TpyAa, TMPHOOIIEHHE K TBOPYECKHM BHIAM JCATEIBHOCTH, pPa3BUTHE
WHTEJUIEKTYaJIbHBIX CIOCOOHOCTEW M oOecreueHrne BO3MOXKHOCTEH pealn3allid TBOPYECKOTO
MOTEHIIMAJa CTYJICHTOB CBHETEIHCTBYIOT O 3HAUMMOCTH JTOTO BUAA Y4EOHOU NEsITeTbHOCTH U


https://www.differencebetween.com/difference-between-protocol-and-vs-etiquette/
https://www.differencebetween.com/difference-between-protocol-and-vs-etiquette/
https://www.globalnegotiator.com/blog_en/international-etiquette-rules-protocol-rules/
https://harryclarktranslation.co.nz/role-ethics-translation-industry/

Tpe6y}0T OT MpenoaaBaTCJIbCKOTO COCTaBa MPHUCTAIBHOIO BHHMAHHA H HUX MNPHUMCHCHUA B

y4eOHOM Iporecce.

5. OBPA3OBATEJIBHBIE TEXHOJIOT'UA

I/IHTepaKTI/IBHBIe O6p330BaTCJ'IBHBIe TEXHOJIOTHH, UCITIOJB3YEMBIC B AYAUTOPHBIX 3aHATHAX U

CaMOCTOSITEeNIbHOI paboTe 00yyaronmxcs

Cemectp Bug Hcnoab3yemble HHTEPAKTHBHBbIE 00pa3oBare/ibHble | KouvecTBO
3aHATHSA TEeXHOJIOTHH 4acoB
(JI, I13)
2 JI
113 OO6yuenne B COTPYTHUYECTBE, nH(OPMAITHOHHO- 24
KOMMYHHKATHUBHBIC TEXHOJIOTUU

6. OHEHOYHBIE CPEJACTBA UISA TEKYIIEI'O KOHTPOJISA
YCIHEBAEMOCTHHU IPOMEXXYTOUHOMN ATTECTALIUA

6.1. Opranu3sanusi BXoJAHOI0, TEKYIIEro ¥ NPOMe:KyTOYHOT0 KOHTPOJIsl 00y4eHHs

BxonHoe TectupoBanue (IpeTecT rOTOBHOCTH) - MPUMED.

Total score Level

0-15 Beginner
16-24 Elementary
25-32 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. Thisis my friend.
a) Her
b) Our
c) Yours
d) His
3. Mikeis

name is Peter.

a) my sister’s friend




10.

11.

12.

13.

14.

b) friend my sister

¢) friend from my sister

d) my sister friend’s

My brother is

artist.

a) the
b) an
c) a
d —

20 desks in the classroom.

a) Thisis

b) Thereis
c) Theyare
d) There are
Paul

romantic films.

a) likes not

b) don’t like

€) doesn’t like
d) isn’tlikes
Sorry, I can’t talk. I
a) driving

b) ‘m driving

c) drives

d) drive

She

right now.

at school last week.

a) didn't be
b) weren’t
C) wasn’t
d) isn’t

I

a) like
b) likes
c) liking
d) liked

a) Do you like
b) Would you like
¢) Wantyou

d) Areyou like
The living room is

the film last night.

a piece of cake? No, thank you.

than the bedroom.

a) more big
b) more bigger
c) biggest

d) bigger

The car is very old. We’re going a new car soon.

a) tobuy

b) buying
c) towill buy
d) buy

Jane is a vegetarian. She meat.

a) sometimes eats
b) never eats

c) often eats

d) usually eats
There aren’t

buses late in the evening.

a) some
b) any
c) no



15.

16.

17.

18.

19.

20.

d a

The car park is to the restaurant.
a) next

b) opposite

¢) behind

d) infront

Sue shopping every day.

a) isgoing

b) go

c) going

d) goes

They in the park when it started to rain heavily.
walked were walking

a) were walk

b) are walking

seen fireworks before?

a) Did you ever

b) Are you ever

c) Have you ever

d) Do you ever

We’ve been friends many years.
a) since

b) from

c) during

d) for

You pay for the tickets. They’re free.
a) haveto

b) don’t have

€) don’tneed to

d) doesn’t have to

Vocabulary

21.

22.

23.

24,

25.

You may not like the cold weather here, but you’ll have to , I’'m afraid.
a) tellit off

b) sort itself out

C) putup with it

d) putit off

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

b) wear

c) dress

d) take

Paul will look our dogs while we’re on holiday.
a) at

b) for

c) into

d) after

She a lot of her free time reading.

a) does

b) spends

¢) has

d) makes

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. 1think it’s very easy to debt these days.
a) gointo
b) become
¢) godownto
d) getinto
28. Come on! Quick! Let’s get !
a) highlight
b) cracking
C) massive
d) with immediate effect
29. | phoned her | heard the news.
a) minute
b) during
¢) by the time
d) the moment
30. I feel very . I’'m going to go to bed!
a) nap
b) asleep
c) sleepy

Tekylmnii KOHTPOJIb OCYIIECTBISETCS C MOMOILBIO HHANBUIYAIBHOTO OIPOCa, TECTUPOBAHUS
IIpumepHblii IepeyeHb 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.

Ipome:xxyTounas arrecramus. [Ipumep.
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

LI for Morgans the aircraft company. 2. I ................... the manufacturing plant in
Cambridge. 3. I am in charge ................. the production team. 4. About 120 people work ........... me.
5. Coordination between production and design ismy .................. 6.1 with a lot of people in
the company and with our customers. 7. ’'m ................ for a budget of over € 100 million.

Il. 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

111. Choose the best word from the brackets () to fill in the gap.

1. Weneedto.............. (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 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 ............. (reference/
shortlist) of 10 or 11 people. 7. Then we’ll invite them all to come for an ................... (interview/
appointment). 8. We hopeto ................... (apply/ appointment) the successful applicants by the end

of the month.

IV. 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. | think I will do well, because I am good ............. figures and |
am skilled 6. ............ using computers. 7. I think that training ............... a specific job will be more
interesting than the general education | got at university.

V. Match the definition (hnumbers 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 age. b. stock options
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 company. | d. remuneration

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 deserve it. | g. boardroom row

h. pension

V1. Choose the best word from the brackets.

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. | supervise all the
...................... (manual/ white-collar/ labour) workers on the production line. 6. | 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, Il put you through tothe ........................ (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
B)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.’

VII1. 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@aqratisserve.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.

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, | 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
Russel Fleming
c) 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) 1 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.



mailto:MillJohn@gratisserve.co.us

5.3. Temaruka pedepaToB, NMPOEKTOB, TBOPYECKHX 3aJaHMii, 3cce M T.M. — He
NpeayCMOTPEeHO

Ilo manHOMY KypCy NpEeLyCMOTPEHO BBIIOJHEHHME IIPOEKTA, IPEICTABICHHOIO B BHJE
npesentaimu Power Point. CTyneHT caMOCTOSTENBHO BBIOMpAeT TEMYy MPOEKTa M TOTOBHT
IIPE3EHTALINIO, 110 OKOHYAHUIO KOTOPOM IIPOBOAUTCS AUCKYccus. [IpuMepHslii IepedeHs TeM:

5.4. KypcoBasi pabora
HE MPeyCMOTPEHA

5.5. Bonpocel K 3a4eTy ¢ o1leHKO# (2 cemecTp)

. 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.

© 00 ~NO Ol & WN P

. How to hold a meeting.

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

12. Distance and familiarity

13. Corporate culture

14. Dress code

15. Cross-cultural communication in business

16. Time in cross-cultural communication

17. Means and devises of business communication
18. Types of business correspondence

19. Rules of conducting negotiations

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

7. YYEBHO-METOINUYECKOE U UH®OPMAIIMOHHOE OBECIIEYEHUSA
YYEBHOM JUCHUILIUHBI (MOJYJIST)
7.1. OcHoBHas JUTEpaTypa

1. MansbkoBckas, 3.B. AHTTIMICKUH SI3BIK B CHUTYAIIUSX TTOBCETHEBHOTO JIEJIOBOTO OOIICHMS
: yue0. mocooue / 3.B. ManbkoBckas. — Mocksa : UTHOPA-M, 2019. — 223 ¢. URL:
https://znanium.com/document?id=330261 (nata oOpamenus: 28.03.2022).


https://znanium.com/document?id=330261

2. Ywukunesa, JI. C. AHrnmiickuii s3bIK 11 myOamuHbIX BeicTyIuieHuit (B1-B2). English for

Public Speaking : yaeOnoe mocobue st By3oB / JI. C. YUukuneBa. — 2-¢ u3M., UCIP. U
nor. — Mocksa : U3narensctBo FOpaiit, 2022. — 167 ¢. — (Beicuiee o0pa3oBa-Hue). —
ISBN 978-5-534-08043-8. — Tekct : anekTpoHHbii / OOpa3oBarenbHas Iuiatgopma
FOpaiir [caiit]. — URL: https://urait.ru/bcode/490415 (nata oopamienus: 28.03.2022).

7.2. JlonoJiIHUTEJIbHAS JIUTEpaTypa

3. ManbkoBckas, 3. B. I'pammaruka s J1eJ0BOro OOINCHHMS HA AHIJIMHCKOM SI3bIKE

(MOTyJIBHO-KOMITETEHTHOCTHBIN MOAX0/): yueOHoe mocoone. — Mockpa : UHOPA-M,
2019. — 140 c. — (Bwicmiee oOpa3oBanue: bakanaBpuar). - ISBN 978-5-16-005484-1. -
Tekcr : amexktponnbii. - URL: https://znanium.com/catalog/product/1010799  (mara
oopamenus: 28.03.2022). — Pexxum J1ocTyna: 1o moiucKe.

ManbkoBckas, 3. B. auomsl u ¢pa3oBbie TJIaroibl B 1€JI0BOM OOIIEHNUN (QHTIIHHCKUAN
s3BIK): yaeOHoe mocobue / ManbkoBckas 3.B. - Mocksa : UHOPA-M, 2019. - 184 c.: -
(Beicmiee o6pazoBanue). - ISBN 978-5-16-004460-6. - Tekct : snexrponHsd. - URL:
https://znanium.com/catalog/product/1005788 (mata oOpamienus: 28.03.2022). — Pexum
JOCTyTA: 10 THOJIUCKE.

7.3.IIporpamMHOe oGecrniedeHHe - HE IPEAYCMOTPEHO

7.4. DjIeKTPOHHBIE pecypchl

OnekrpoHHas Oubanoreka «3HaHmym»: https://znanium.com

DnekTponHas oubimoreka «tOpaiity»: https://urait.ru

Hayunast snextponnas o6ubsiuoreka «Elibrary.ruy: https://www.elibrary.ru/defaultx.asp

8. MATEPHAJIbHO-TEXHUYECKOE OBECIIEYEHME YYEBHOM JACIATIIAHBI
(MOJLY.JIS)

Ne i/

HaumenoBanue 000pyA0BaHHBIX yU€OHBIX [lepeuenp 000py1OBaHUS U TEXHUYECKHUX

kaOWHETOB, JabopaTopuid CpEeICTB O0yUeHUs

KomnbroTepHsblit Ki1acc 11 xommeroTepoB Cuctemuslii 010k: Ipoueccop
Aymuropus 302 Intel(R) Core(TM) i3-2100 CPU @ 3.10GHz

4096 Mb O3Y

HDD O6wem: 320 I'b

MonwuTtop Acer P206HL - 20 mroitmoB

AKycTHdeckas cuctema Sven

WntepaktuBHas nocka Smart Board

[poexTop Epson EH-TW535W

1. 9bC HOb

2. Dnexrponnbii kataor AUBC «MARK — SQL»

3. DnekrponHas oubaunorexka MITDOY

4. JIunradoHHbIN KaOUHET

JlexumonHast ayuTopust Cucremnsiii 610k: [Ipoueccop Intel(R) Core(TM)
Aynutopus 304 i3-2100 CPU @ 3.10GHz

4096 Mb O3Y

HDD O06wem: 320 I'b

Monurop Acer P206HL - 20 groiimos

AxycTrdeckas cucreMa Sven

WntepaktuBHas nocka Smart Board

Ipoexrop Epson EH-TW535W

1. 3bC HOb

2. Onexrponnsiii katanor AUBC «MARK — SQL»



https://urait.ru/bcode/490415
https://znanium.com/catalog/product/1010799
https://znanium.com/catalog/product/1005788
https://znanium.com/
https://urait.ru/
https://www.elibrary.ru/defaultx.asp

3. DnextponHas 6ubnuoreka MITOY

Aynurtopus 511

CHCcTeMHBIN OJIOK:

ITpomeccop Intel(R) Core(TM) i3-2100 CPU @
3.10GHz 4096 Mb O3Y HDD O6wem: 320 I'b
MonuTtop Acer P206HL - 20 mroitmoB
AxycTudeckas cuctema Sven

WurepaxktuBHas qocka Smart Board

IIpoextop Epson EH-TW535W

1. 3bC HOBb

2. Onexrponnbii kataor AUBC «MARK — SQL»
3. DnekTponHas oubnmoreka MI'TOY

Aynuropuu 309, 310, 311, 410, 411, 412

ITpoekTop nepenocuoit Epson EB-5350 (1080p)
-1 m.

Okpan nepenocHoit Digis 180x180 - 1 miT.
Hoytoyk HP ProBook 640 G3 (Intel Core i5
7200U, 4gb RAM, 250 SSD) -1 mi.




JUCT PETUCTPAIIMM U3MEHEHUI

n/a

ConeprxaHue U3MEHEHUs

W3MeHeHHbIE TyHKTBI

Pewmenue YueOHO-
METOIUYECKOTO
coBeTa
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