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1. EJIM 11 3AJJAYU U3YUYEHUSA JTUCIUIIJIMHBI (MOAYJISA).

1.1 Heanp AucHUNINHBI

Oo6mas uesab — GopMUpOBaHKE 3PEIION TPAKIAHCKON JIMYHOCTH, 00Ia/Taf0IIEeH CHCTEMOM
[IEHHOCTEW, B3MJISIOB, MPEICTABICHUA M YCTAaHOBOK, OTPAXKAMOIIUX OOIIME KOHIICTITHI
POCCHUICKOW KYJIBTYpbl, M OTBEYAIONIEH BBI30BAM COBPEMEHHOTO OOIIECTBA B YCIOBHSX
KOHKYPCHIIMH Ha PBIHKE TPy/a.

B yuebHOM mporiecce o0mmas 1eab KOHKPETU3YETCs B CIICAYIONIUX IMapaMeTpax:

- yroIyOJIeHWe W PaclIupeHue OOMICKYJIbTYPHBIX 3HAHUW O SI3bIKE, CTPAaHOBEIYECKUX
3HaHWH O CTpaHE U3y4yaeMOTO S3bIKa (MCTOPHS, TPAIUIIMH, O0bIYaH, KyJIbTypa), GOpMUpPOBAHUE U
oOoraiieHre cCoOOCTBEHHOIN KapTUHBI MUpa Ha OCHOBE peaJInii APyroi KyJabTyphbl;

- (OpMHpPOBAHNE MHOTOS3BIUUS M TOJUKYIBTYPHOCTH B MPOIECCE PA3BUTHUS BTOPUUHOM
S3bIKOBOM JIMYHOCTU W CTAHOBJICHHUS TOJEPAHTHOCTH, OTKPBITOCTH, OCO3HAHUS M MpPU3HAHUS
JyXOBHBIX M MaTepHalbHBIX LIEHHOCTEH APYrHMX HApOIOB M KYIbTYp B COOTBETCTBUHU CO CBOEHU
KYJIBTYpOil;

- POCT HHTEJUIEKTYyaJbHOTO IOTEHIMANa CTYICHTOB, pPa3BUTHE HX KPEATUBHOCTH U
CIIOCOOHOCTH CaMOCTOSITEIILHO JJOOBIBAaTh M 000raaTh JUYHBIN OIBIT.

Koneunasi uejib — (GopMuUpoBaHHE MEXKYIbTYPHOI KOMMYHHUKATHBHON KOMIIETEHIIHH,
KOTOpasi TPEJCTaBjieHAa TEPEYHEM B3aMMOCBS3aHHBIX W B3aMMO3aBUCUMBIX KOMIIETECHIIUM,
MPECTaBICHHBIX B (hopMaTe yMEHHIA.

1.2 3agauu AUCHMIINHBI
TeopeTnueckuii KOMIOHEHT: 03HAKOMJIEHHE CTY/IEHTOB C HH(OPMALIUEH M0 CIEAYIOIINUM ITyHKTaM:
1) 3TMYECKHE HOPMBI IEJI0BOTO OOIIEHUS;
2) oOuienue ¢ paboroaarenem;
3) OCHOBHBIE COCTABIISIONINE CTPATETHH OPraHU3AINH;
4) B3auMozeiicTBHE NEPCOHANIa OPraHNU3ALMY Ha PA3HBIX YPOBHSIX;
5) TOproBisi U BeJIEHUE NIEPETOBOPOB;
6) KOpIIOpaTUBHAS KYIbTYpa.
ITo3HaBaTenbHbINA KOMIIOHEHT:
- U3y4YCHUE AHIVIOSA3BIYHON TEPMUHOJIOTHHU JIEJIOBOTO OOLICHHS; PACCMOTPEHUE HanboJee THITMYHBIX
CUTYyalluii, KOTOpbIE MOTYT BO3HHUKHYTH B IIPOLIECCE JIEJIOBOTO OOILICHHS Ha aHIJIMICKOM S3BIKE;
3HaKOMCTBO C OTPAaCJIEBBIMU CJIOBAPSMHU U CIIPABOYHUKAMU.
[TpakTHueCcKuii KOMIIOHEHT:
- COBEpIICHCTBOBAaHWE KOMMYHUKATHBHBIX YMEHHH B YETHIPEX OCHOBHBIX BHIAX PEUEBOM
NeSTeIbHOCTH (TOBOPEHMH, aylWpOBaHMM, YTEHHM M NHCbME); OOOraiieHue CJIOBapHOIrO 3amaca
CTYACHTOB 32 CUET JICKCHYECKUX EIMHUI], COCTABISIONIMNX OCHOBY BOKaOyisipa JEJIOBOTO OOLICHHUS;
(dopMHpOBaHHE HABBIKOB MHUCHBMEHHOTO IEPEBOJA TEKCTOB OQUIMATIBHOTO XapaKTepa; pa3BUTHE
yMeHUs padoTarh ¢ HMH(OPMALMOHHO-TIOUCKOBBIMHM cuctemMamu WuTepHer u MHTpaHeT, a Takxke
OTKPBITHIMU 0a3aMu JaHHbBIX, MPOBOAS MOUCK M aHAJIU3 MHPOPMALMU C TPUMEHEHUEM DPA3IUYHBIX
METOAMK, a TaKkKe TMOHUCK M TMepeBOJ MaTepuajoB Ha A3bIKE H3y4aeMOro peruoHa;
COBEpIIICHCTBOBAHNE HABBIKOB MEXKYJIBTYPHON KOMMYHHUKAIlMd B paMKaxX JICIIOBBIX KOHTAKTOB M
npoQeCCHOHATBHOM C(ephl; CTUMYITHUPOBAHHE CAMOCTOSTEIBHON NESTEIBHOCTH C IENBI0 PACHIIMNPHUTH
COOCTBEHHYIO KapTHHY MHpPa; pa3BUTHE CIIOCOOHOCTH IUIAHUPOBATH IEJIM, XOA M PEe3yNbTaThl
00pa30BaTeIbHON W NCCIIEIOBATEIHCKOM IESATEIIEHOCTH.

1.3 MecTo aucuuiuinHbl (MO1yJ1s1) B CTPYKTYpe 00pa3oBaTe/IbHOM NPOrpaMMbl
Hucuummuaa b1.0.05.04  «MHocTpaHHBIM 53K B MPO(ECCHOHATBHON KOMMYHHKAIIUH»
OTHOCUTCSI K 00s3areiabHOM 4YacTu / 4acTu, (GopMHpyeMOHl ydacTHUKaMU 00pa3oBaTelbHBIX

orHomeHnid broka 1 Juctumnuasl (Moaynaw) y4eOHOTO IJJaHAa HANpPABJICHUS IOATOTOBKU
41.03.01 - 3apyOexHOE PETHOHOBEICHHE.

1.4 IlepeyeHb NJIaAHUPYEMbIX Pe3yJabTAaTOB O0y4YeHHUS] MO JUCHHIUVIMHE (MOIYJIIO),



COOTHECEHHBIX C IVIAHUPYEMbIMH Pe3yJIbTATAMM 0CBOCHHUsI 00pa30BaTe/IbHOM MPOrPaMMBbI

W3ydeHne naHHOW Y4eOHOU AMCHUIUIMHBI HAMpPaBIIEHO Ha (OPMUPOBAHHE Yy OOYYAIOIIUXCS
YHHUBEpCaIbHOM ¥ npodeccroHansHoi kommereHmumii (ITK-4):

Ne Kon n WNuaukaropbl JOCTUKEHHS] KOMIIETEHLIMU
HaVMEHOBAaHHE
ILII. 3HaeT ymeert BJIajieeT
KOMIIETCHITUHU
1. IIK-4: cmocobeH | comepkaHue IIPOBOJIUTH ITIOUCK U - CTparerusiMu
pa60TaTb C I/IH(bopMaLU/IOHH aHaJIn3 I/IH(bopMaLII/II/I rnepesoga ¢
WH(POPMAITMOHHO- | O-TIOMCKOBBIX C IIPUMCHCHUEM MHOCTPAHHOIO Ha
ITIOMCKOBBIMH cucTeMaM PasINIHBIX METOAMK | pycCKUM S3bIK B
CUCTEMaMHU WNHurtepHer n pamKax
HNHutepuer u | Mutpaner, a npodeccrnoHalbHON
Wutpaner, a | TaKxe ctepsr;
TaKKe OTKPBITHIE 0a3bI - HaBBIKAMH TIOMCKA
OTKPBITBIMHU JTAHHBIX MaTepUAJIOB Ha S3bIKE
0a3aMu  JTaHHBIX, M3y4aeMoro peruoHa.
MPOBOJS TOUCK M
aHau3
nHpopmaruu ¢
MIPUMEHEHUEM
pa3INYHBIX
METOJIUK, a TaKxKe
MOUMCK U TEPEBOL
MarepuajioB  Ha
SI3bIKE
M3y4aeMoro
peruoHa

2. CTPYKTYPA U COAEP)KAHUE JUCIIUITJIMHBI

2.1 PacnipenesieHre TPyA0EMKOCTH AUCUMILIMHBI IO BHAaM padoT

OO6uasi Tpy10€MKOCTh IMCUMILIMHBI cocTaBJsieT 4 3ad.en. (144 yaca) B Teuenue 1 cemectpa,
HX pacnpeiesieHue 1o BuaaM padoT npeacTaBjieHo B Tadaume

Bun yuebnoit paboTbl Bcero
4acoB 7
KonrakTHas padora, B TOM 4ncJe: 60,3 | 60,3
AynuTopHbIe 3aHATHSA (BCero): 60 60

3aHgaTHA 11 C€KIIMOHHOTI'O THUIIa

JlaGopaTtopHbie 3aHATHSA

3aHsaTHsS CCMHUHApPCKOro TuIiia (CCMI/IHapLI,

60 60
MPAKTHYECKHE 3aHITHSI)
HNuas koHTaKkTHas1 padora:
Kontpons camocrositensHoit paboTsl (KCP)
[Tpomexxyrounast arrectarus (MKP) 0,3 0,3
CamocrosiTenbHas padoTa, B TOM 4HucJjIe: 48 48

Kypcosas pabora

[TpopaboTka yueOHOTO (TEOPETUUECKOT0) MaTepuaa

Brinonnenue nHANBUAYaIbHBIX 3aaHUi (IIOATOTOBKA




COOOIIECHUH, TPE3CHTAIIHIA )

Pedepar
[TonroToBka K TEKymeMy KOHTPOJIO
KonTtpoJnb: 35,7 35,7
ITonroroBka K K3aMeHy 35,7 35,5
O0uas Tpy10eMKOCTh qac. 144 144
B TOM YHCJIe KOHTAKTHasA
pabora
3a4. e 4 4

2.2 CTpyKTypa IMCHUIIUHBI:
Pacnpenenenue BuioB yueOHON pabOThI M UX TPYAOEMKOCTH I10 pasziesaM JUCLUITIHHBIL.

Paszjessl aMcHUINHEbI, H3yYaeMble B 7 ceMecTpe

KomnaecTBo yacos
AynurtopHas Breayur
Ne HanmeHoBaHue pa3ziesnos (Tem) Beero paGora OpHas
pabota
J | 113 JIP | CPC
1 2 3 4 5 6 7
1. |Employment 18 10 8
2. |Trade 18 10 8
3. |Organizations 18 10 8
4.  |Ethics 18 10 8
5. |Strategy 18 10 8
6. |Cultures 18 10 8
UTOI'O no pazdenam oucyuniuHul 108 60 48
ITpomexyrounas arrectanus (MKP) 0,3
ITonroToBka K sK3aMeHy 35,7
OO01mas TpPyI0eMKOCTh IO JUCITUILIINHE 144

[Tpumeuanwne: JI — nmeknuu, [13 — mpaktudeckue 3ausatus / cemuHapsl, JIP — maboparopubie
3anstusi, CPC — camocTosTenpHast paboTa cTyAeHTa

2.3 Conepxanune pas3nesioB (TeEM) JMCHHUILIMHbI:

Ne HanmenoBanue Conepsxanue pasnena Dopma
pas- pasficna TEKYIIETo
Jena KOHTpOJIA

1. DdoHeTHKa HopmaTnBHOE mpOHM3HOLIEHME: CHCTEMA IIACHBIX M COIIACHBIX | YCTHOE

3BYKOB  (ONHOyIApHBIC, JAByyHapHble cioBa). DoHeTHYECKHe | COOOIICHHE,
0COOCHHOCTH M3y4YaeMOTrO S3bIKa. YIApEeHUE B HECTONKUX CIIOKHBIX | JHAJIOT, YTCHHUE
clIoBax W aTpuOYTHMBHBIX CJIIOBOCOYETaHHMAX. PuUTM (yoapHble U | BCIyX
HEeylapHble CJIOBa B TMOTOKe peun). VHTOHAIUS pPa3InIHBIX THIIOB
MPEAJIOKEHU M, CTUITMCTUYECKU HEUTPAJIbHON peyn.

2. Jlexcuka 3akperieHne Hanbosee ynoTpeOuTeIbHON JIEKCUKH, OTHOCAIIEH s K | TecTupoBaHwme,
o0memMy S3bIKy W JIGKCHKH, OTpaXKarolleld IMUPOKYI0 H Y3KyH | yCTHOe/
CHETHATH3ALIHNIO. MTUCHMEHHOE

PaCH.II/IpeHI/IC CJIOBAPHOro 3araca 3a CYCT JICKCUYCCKUX CAWHHII, COO6H.[CHI/IG,
COCTaBJIAONIUX OCHOBY pErucrtpa Hay‘-lHOfI M TEeXHHYECKOU peuun. | Auajor,
3HAKOMCTBO C OTpAaCJICBbIMH  CJIOBApAMU W  CIIPABOYHUKAMU. | ICPCBOA,




YeroitunBble clloBocoueTaHMsl, HauboJee 4YacTo BCTPEYAlOIIMecs B | KOHTPOJIbHAsS
npodeccuoHaNbHON peur. MHOTO3HAYHBIe cioBa. CHHOHUMHUYECKHE | paboTa
1 aHTOHUMHIYecKne psaapl. CroBooOpa3oBaHHe.

I'pammaruka | Ilopsimok  c¢inoB  mpoctoro  mpeanoxkeHus. Tumsl  BompocoB. | TectupoBanue,
I'paMmMmaTndeckne BpeMeHa, UX yHOTpeOJeHHE, TIOCTPOEHHE | YCTHBIN OIpOC,
NPENIOKEeHNH  pa3nmuuHblX  TUHOB. ClOKHOE  TpemyiokeHHe: | MACBMEHHOE /
CIIO)KHOCOYMHEHHOE W CIIOKHOMONYMHEHHOE TIpeiokeHnss. COrO3BI | YCTHOE
W OTHOCHTENBHBIE MECTOMMEHHS. YmoTpeOlieHHe NHYHBIX (opMm | coobmieHue,
rarojla B akTUBHOM M ITacCHBHOM 3anorax. CornacoBaHue BpeMEH. | JWaor,
@®opmbl w1 GyHkumu uHOUHMTHBA. lepyHamd, mnpuyactie 1, | mepeBon,
npuyactue 2. MopjajpHple  DIAroibl M MX  OKBUBAJICHTHI. | KOHTPOJIBbHAsS
ATpuOyTUBHBIE ~ KOMIUIEKCH  (LIEMIOYKH  CYIIECTBUTENIBHBIX). | pabora
Mectoumenusi, cnoBa-3amecturtenu (that (of), those (of), this, these,
do, one, ones). Ilpemtorm wMecra, HanpaBlICHHUs, BPEMEHHU.

UucnuTenbHbIE.

AymmnpoBanue | @opmupoBaHHE CIIOCOOHOCTH BOCIPHUHHMATH Ha ciyX (¢ pasmuunoil | TectupoBanue,

CTCTICHBIO TONHOTHI W TOYHOCTH) 3BYKH HMHOCTPAHHOTO S3BIKA, | JHAJIOT,
cnenu(UKy apTHKYISAIUA 3ByKOB, HHTOHAITNH, aKIICHTYallu!d M pUTMa | MMUCBMEHHOE /
HEUTpaNbHOW peYl B HM3Y4aeMOM SI3BIKE, OCHOBHBIE OCOOCHHOCTH | YCTHOE
MOJHOTO CTHJIS TPOW3HONICHHS, XapaKTepHbIE [UII PEYEBHIX | COOOMICHHE
MPOM3BEICHUSI Ha WHOCTPAHHOM sI3BIKE, B TOM dYHCIe B cdepe
npo¢eCCHOHATBPHON KOMMYHHKAIIUH.
Pa3ButHe CleAyONIMX YMEHUI: OTACIATh [IABHYI0 HH(GOPMAIIUIO OT
BTOPOCTENEHHO; M3BJEKaTb W3 ayAHoTeKcTa HeoOxomumyro /
MHTEPECYIOIYI0 HH()OPMAIMIO; MOHMMAaTh OCHOBHOE COJAEpIKaHUE
HCCJIOXKHBIX ayauo- )41 BUJICOTCKCTOB MOHOJIOI'HYE€CKOI'o )41
IUAIOTHYECKOTO  XapaKTepa; OTHOCHTEIFHO TIIOJHO IOHHUMATh
BBICKa3bIBaHHUS CcOoOeceqHHKa B HamboJee pPacmpOCTpaHCHHBIX
CTaHOAPTHBIX CHUTYallHsAX IIOBCEIHEBHOTO M TPO(EecCHOHATBHOTO
0o0IIEHNS.

Urenne Urenne TpaHckpumun. GopMupoBaHHE U pa3BUTHE cocoOHOCTH K | TecTupoBaHwme,
YTCHUIO TEKCTOB Pa3NIMYHBIX JKAHPOB (HECIOXKHBIX MPAarMaTHYCCKUX | KOHTPOJbHAS
TEKCTOB ¥ TEKCTOB II0 INMUPOKOMY ¥ y3KOMy Tpoduio | pabora, TOKIaa
CIEUATbHOCTH): /mipe3eHTanusl,
- O3HAKOMUTCJIbBHOI'O 4YTEHHA — C LCJIbKO INIOHMMAaHHA OCHOBHOIO YTCHUC C
COZIepIKaHUsI TEKCTa; MOCTIETYFOIIUM
- M3YYaloUIero YTEHHs — C LEJbI0 IMOJHOTO M TOYHOTO IOHHUMAHUS | MEPEeBOIOM U
MHPOPMAITUH TEKCTa; AHHOTHPOBAHHUE
- TPOCMOTPOBOTO/TIOMCKOBOTO YTEHHS — C LEJIbI0 BBIOOPOYHOTO | M, MMCHBMEHHOE
MOHUMAaHU HeOOXOIMMO/ MHTEpecyroIei HHPOPMALINHU U3 TEKCTA. / ycTHOE
PasButne crienyrommx yMEHHWI: BBIICIATH OCHOBHBIC (DAaKTHI, | COOOIIEHHE,
OTACTATh IIABHYI0 WH(QOPMAIMIO OT BTOPOCTEIICHHOH; pacKpHIBATh | IHAJIOT
MPUYAHHO-CIICCTBEHHBIE CBSA3M MEXIy (akTaMu; H3BJICKATh
HEOOXOTMMYIO/HHTEPECYIONIYI0 HH(OpMAITHIO.

T'oBopenue Juanoruueckas peus VYerHoe
DopmupoBaHHe CLIOCOOHOCTH K AUATOTHIECKON PEUYH Ha aHIIMHCKOM | COOOIIeHue,
SI3BIKE  C  WCIONB30BaHWUEM  Hambollee  yMOTPEOUTENbHBIX W | YCTHBIH OMpoC,
OTHOCHUTENIHO IPOCTHIX JIGKCHKO-TPAMMATHYECKHX CPEACTB B | JUAJIOL, JOKIa/
OCHOBHBIX KOMMYHHUKATUBHBIX CUTyallUAX HeO(bPILIPIaJ'IBHOFO )4 MpE3CHTAUA
OpUIMAIEHOTO OOIIEHUS.

Momnosoruueckast peub

dopmupoBaHHEe CIOCOOHOCTH K  MOHOJOTMYECKOH pedyn Ha
AHTITHICKOM s13bIKe. OCHOBBI IMyONIHYHOM pedr (YCTHOE COOOIIeHHE,
JIOKJIaJ, Tpe3eHTauus). Pa3BuTHe cieaylomux yMeHWH: Jenarb
cooOIIeHNs, coziepXKalue Hanboee BaKHYI0 HHPOPMALHUIO 110 TeMe
/ mpobieme, KpaTKO IiepelaBaTh COAEpXKAaHUE IOJyYEHHOH
nHpopmaruy; pacckaseiBatb O cebe, ydeOe, BBICKa3bIBaTbCsl Ha
n3y4eHHbIe NpodeccroHaIbHO-OPHEHTHPOBAHHbBIE TEMBI.

TTucsmo ®dopMupoBaHUE CIOCOOHOCTH MMHCaTh MUCHMO (YacTHOE TMHCHMO, | TecTupoBaHwme,
JIEIIOBOE TIMCHMO), M3JIarath CBeleHust 0 cebe B (hopMe, MPUHITON B | KOHTPOJIbHAS
CTpaHe / CTpaHaX W3y4aeMoro S3bIKa; TOTOBUTH IIpe3eHTanuio; | padora,
COCTaBJIATH IUIaH, TE3UCHl YCTHOTO / MUCBMEHHOTO COOOIIEHHS, B TOM | MUCBMEHHOE

YHUCJI€C Ha OCHOBC BBIIIMCOK M3 TCKCTA, COCTABJIATH ITHMCBMCHHOC

COO0O0IIIEHHE,




COO6HI€HI/IC (3CC€, AHHOTallUuro TeKCTa), JAc1aTb MMHChbMEHHBIN nepeBo MMHUCbMEHHBIN
npodeccrHoHaIbHO-OPHEHTHPOBAHHBIX TEKCTOB. HEPEBO] U
AHHOTHPOBAHUE,
HanMcCaHue
TE3HUCOB
COO0OIIIEHHS,
JIOKJIaJa, TEKCTA
MPE3CHTAlIUN
2.3.1 3aHATHSA JIEKUMOHHOTO THIIA - HE NPE)YyCMOMPEHbL
2.3.2 3aHATHSA CEMMHAPCKOT0 THINA (IPaKTHYeCKUEe 3aAHATHS)
Ne Haumeno-
dopMa TeKyIero
pas- BaHHE Conepxanue pasaena KOHTpOMS
nena pasnena
1 2 3 4
l. Discussion. Choose the most important | Tect Ne 1 (;ekcuxo-
qualities for job candidates. rpaMMaTHICCKH ),
Texts. How to select the best candidates nenoas  wurpa Ne 1,
Employment | Language work. Words to describe | mepeBogy Texcta Ne 1 ¢
personal character AHTJIMHACKOTO Ha
Skills. Managing meetings PYCCKHIA;
Case study. Slim Gyms pedepupoBaHre TEKCTa
No 1.
2 Discussion. Talk about imported and | JlenoBas urpa Ne 2, tect
exported goods. Ne 1 Ha 3HaHme aenoBOM
Texts. A letter of credit JIEKCHKH, MepeBOJL
Language work. Words for talking about | Tekcra Ne 5 C
Trade international trade aHTJIMICKOTO Ha
Skills. Negotiating PYCCKUit;
Case study. Ashbury Guitars pedepupoBaHue TeKCTa
No 2; TIpezentanus Ne 1
Telephone skills
3 Discussion. Rank status symbols in order | JlenoBas wurpa Ne 3,
of importance. nepeBox Texkcta Ne 3 ¢
Texts. Flexibility in the workplace AHITIMICKOTO Ha
Organizations | Language work. Words and expressions to | pycckui;
describe types of company pedepupoBaHue TEKCTa
Skills. Socializing Ne 4.
Case study. Faredeal Travel Agency
4 Discussion. Discuss ethics at work. Tect Ne 2 (;excuko-
Texts. The most and the least corrupt | rpaMmmarudeckwii),
countries. nuckyceust Ne 1, tect Ne
Language work. Words to do with honesty | 2 Ha 3HaHue JaeI0BOM
Ethics and dishonesty . JIEKCUKH, TIEPEBOJT TEKCTA
Skills. Problem solving No 4 ¢ aHrmmiickoro Ha
Case study. Profit or principle? PYCCKHIA;
pedepupoBaHre TeKcTa
No 1. ITpesenrtanust Ne 2
How a candidate can
impress an interviewer
5 Strategy Discussion. Define strategy and discuss | Kelic-3amaua Ne 1, tect




who should be involved in making strategy.
Texts. The advantages and disadvantages of
merger

Ne 3 ga 3HaHue neI0BOH
JIEKCUKH, TEePEBOJI TEKCTa
Ne 5 ¢ aHmmiickoro Ha

visit by a Chinese manufacturer

Language work. Words for talking about | pycckuii;
business strategies pedepupoBaHue TEKCTa
Skills. Decision-making Ne s.
Case study. Texan Chicken

6 Discussion. Discuss the importance of | Tect Ne 4 na 3HaHue
cultural awareness in business. JIeTIOBOM JICKCHUKH,
Texts. Doing business across cultures nepeBoa Tekcta Ne 6 ¢
Language work. Modal verbs aHTJIMHACKOTO Ha

Cultures Skills. Social English PYCCKUI;

Case study. Visitors from China: Plan a | pedbepupoBanue TekcTa

No 6; Ilpezentauus Ne 3

Corporate culture and
corporate ethics

2.3.4. KypcoBble padoThl (IPOEKThI) — He PEeAYCMOTPEHbI.

2.4. Ilepeyenb yueOHO-MeTOAMYECKOTO O0ecnevYeHUs AJIs1 CAMOCTOSITEILHOI PadoThl
00y4aroIMUXCH N0 JMCUHUILTHHE (MOLYJII0)

Bung CPC

[TepeueHsb ya4eOHO-METOAMYECKOTO O0SCIICUCHHUS JUCIUILTAHBI TTO BBHITTOJIHEHUIO
CaMOCTOSITENIbHOM pabOTHI

3

ITpopaboTka
y4eOHOro
Matepuana

1. Metoauyeckue yka3aHMsl 10 OpraHM3allMM CaMOCTOSITENIBHOM pPabOThI IO
JUCHUIUIMHE «/leloBO MHOCTpaHHBIM SI3BIK», YTBEPXKACHHBIE Kadenpoi
AHTJIMICKOTO SI3bIKa B podeccroHanbHO cepe 28 mas 2019 1.

2. CnacuOyxoBa A. H., PantanoBa U. H., Bypkeesa K. B. JlenoBoii anrnuiickuii
SI3BIK: ISl CAMOCTOSATENEHON paboThl CTYAEHTOB: yueOHOe mocobue M3marens:
ory, 2013
http://biblioclub.ru/index.php?page=book red&id=270303&sr=1.2neKTpOHHbII
pecypc

3. Ilumanosckas JILA., AHHOTHpOBaHME U pedepupoBaHHE HAYUHO-

NOMYJISIPHOM JuTepaTypbl Ha aHriauiickom s3pike — Kaszanp, KI'TY, 2010.
http://biblioclub.ru/index.php?page=book view red&book id=259053#.

Y4eOHO-MeTOoJMUeCKre MaTepualbl JUIsi CaMOCTOATENbHON paboThl OOyyaromuxcs U3
Yriclla HHBAJIH/IOB M JIMII C OTPaHMYEHHBIMEI BO3MOXHOCTSIMHE 3710poBbst (OB3) npenocrasisitorest
B (hopMax, aJanTUPOBAHHBIX K OTPAaHUYEHHSM UX 3J0POBbS U BOCIPUATHS HHPOPMAIIH:

J171st TUTT ¢ HApYIISHUSIMHA 3PEHHS:

— B [1€4aTHOH (popMe yBEIMUYEHHBIM HIPUPTOM,

— B (popMe IeKTPOHHOTO JOKYMEHTA,

— B (popme aynuodaiina,

JInst AL ¢ HapyIeHUsIMH CITyXa:

— B I1e4aTHO (opme,

— B (hopMe 2EKTPOHHOTO TOKYMEHTA.

JUist U1 ¢ HapyIIeHUSIMUA OTIOPHO-JBUTATEIHLHOTO arnapara:

— B IIe4aTHOM dopme,



http://biblioclub.ru/index.php?page=book_red&id=270303&sr=1
http://biblioclub.ru/index.php?page=book_view_red&book_id=259053

— B popMe IMEKTPOHHOTO JOKYMEHTA,

— B (hopme aynmnodaiina.

JlaHHBIN MepedeHb MOXET OBITh KOHKPETHU3UPOBAaH B 3aBUCHMOCTH OT KOHTHHTEHTA
00yJaroIImxcsl.

3. OBPA3OBATEJIBHBIE TEXHOJIOT'MHU

Boi6op oOpa3oBaTenbHBIX TEXHOJOTHH Ui JOCTHXKEHUS LeJed M peleHus 3ajad,
MOCTaBJICHHBIX B paMkax yuyeOHou pucummuiuabl b1.0.05.04  «MHOCTpaHHBIN $s3BIK B
npodeccuoHaIbHON KOMMYHHUKAIIMI», OOYCIIOBIIEH MOTPEOHOCTHIO C(HOPMUPOBATDH Y CTYIEHTOB
KOMIUIEKC ~ OOLICKYJIbTYPHBIX  KOMIIETCHLUH,  HEOOXOOUMBIX IS OCYIIECTBIICHUS
MEXJIMYHOCTHOTO  B3aMMOJACHCTBHSI U  COTPYJAHHMYECTBA B  YCJIOBHUSIX MEXKYJIbTYPHOH
KOMMYHHKAIIMH, a TaKXKe o0ecrieuuBaTh TpeOyeMoe KauecTBO OOYUYEHHsI Ha BCEX €ro 3Tamax.

@opMBbl U TEXHOJIOTUH, UCIIONb3yEeMbIE JJIi 00YUeHUs] aHTIIHICKOMY SI3BIKY, pPEalu3yloT
KOMIIETEHTHOCTHBIH M JIMYHOCTHO-ZESTEIbHOCTHBIN IOAXO0/bl, KOTOpbIE B CBOIO OYEpPE.b,
CIoCcOOCTBYIOT (OPMHUPOBAHUIO M PA3BUTHIO a) TMOJUKYIBTYPHOH $3BIKOBOHM JIMYHOCTH,
CIIOCOOHOM OCYIIECTBIISITH MPOAYKTHUBHOE OOIIEHHE C HOCUTEISIMH JPYTHX KyJIbTyp; O)
CIIOCOOHOCTEH  CTYICHTOB OCYIIECTBISTH pPa3W4YHbIE BUIBI JIE€ATEIHHOCTH, HUCHOIb3YS
AQHITIMUCKUN  S3bIK; B) KOTHUTUBHBIX CIOCOOHOCTEM CTYIEHTOB; I) HMX TOTOBHOCTH K
CaMOpa3BUTHUIO M C€aMOOOpPa30BaHHIO, a TaKKE CIIOCOOCTBYIOT MOBBIIIEHUIO TBOPUYECKOTO
NOTEHIMAJa JMYHOCTH K OCYIIECTBICHUIO CBOUX MPO(})ECCHOHAIBHBIX 00SI3aHHOCTEH.

VY4eOublii mporecc 0azupyercss Ha MOJIETM CMEUIAaHHOTO OOy4YeHUs, KOTOpas MOMOTaeT
3 PEKTUBHO COYETATh TPATUIIOHHBIE (OPMBI 0OYUEHUS U HOBBIE TEXHOJIOTHH.

Crneuunduka AUCUUIUIHMHBI «/]e70BOM MHOCTpAHHBIN SI3BIK» OMpEENsieT HEOOXOAUMOCTh
0oJiee MIMPOKO UCIOIB30BATH HOBBIE 00Pa30BaTENIbHBIC TEXHOJIOTHH, HAPSILYy C TPAIUIIUOHHBIMU
METOJIJaMH, HalpaBIeHHBIMU Ha (popMHpoBaHUEe 6A30BBIX HABBIKOB MPAKTUYECKOU EATEIHLHOCTH
C UCIMOJIb30BaHUEM NPEUMYIIECTBEHHO (PPOHTATIBHBIX (POPM pabOTHI.

Ne | HaumeHnoBaHue paznienos (Tem) Hcnonbszyembie Konunuectso
WHTECPAKTHBHBIC 4acoB
o0pasoBaTebHbIC
TEXHOJIOTUU

1. Employment Pa36op cutyarmii (case study) | 2

2. Trade JleGaThl 4

3. Organizations Kpyrasrii cton 4

4, Ethics JlebaTnI 2

S. Strategy Huckyccus 4

6. Cultures Kpyrasrii cton 4
Bcero 20

IIpu 00y4eHHUH HHOCTPAHHOMY S3bIKY HCIIOJIB3YIOTCS CIEAYIOIIME O00pazoBaTeIbHbIE
TEXHOJIOTHH:

- TexHonorus KOMMYHMKAaTHBHOTO OOYy4YeHHsT — HalpaBlieHa Ha (OPMHPOBAHUE
KOMMYHHUKaTHBHOW KOMIIETEHTHOCTH CTY/IEHTOB, KOTOpas sBJsieTCs 0a30BOii, HEOOXOIMMO AJist
a/IanTallii K COBPEMEHHBIM YCIIOBUSAM MEXKYJIbTYPHONH KOMMYHHUKAIIUH.

- TexHonorust pasHOypOoBHEBOTO (AM(PEpEeHINPOBAHHOIO) O0y4YeHUsS — MpeJIoiaraer
OCYILIECTBJIEHUE IT03HABATEIbHON JEATENBHOCTH CTYJEHTOB C YYETOM MX HWHAWBHUIYaJIbHBIX
CIOCOOHOCTEN, BO3MOXKHOCTEM M HMHTEPECOB, MOOLIPSSI UX PEATU30BBIBATh CBOMl TBOPUYECKUI
noreHuuan. Co3laHue W HCIOJIb30BAHUE AMATHOCTUYECKUX TECTOB SIBIISETCS HEOTHEMIIEMOM
YacThIO IaHHOM TEXHOJIOTHH.

- MudopmarnmonHo-kommyHuKanmonusle TexHonorun (MKT) - pacmmpsior pamku
00pa30BaTENLHOrO MPOIIECCa, MOBBIMAS €r0 NMPAKTUYECKYK HAIPAaBIEHHOCTb, CHOCOOCTBYIOT



UHTCHCU(UKAIIMM CAMOCTOSATEIIbHOM padOThl y4YaIIMXCsl M TOBBIIEHHIO I103HABATEIbHON
AKTUBHOCTH.

- TexHomorusi TECTUPOBAHHUS — UCHONB3YeTCS JUISI KOHTPOJIA YPOBHSI YCBOCHUS
JEKCUYECKUX, IPaMMAaTUYECKUX 3HAHUH B paMKaxX MOJYJS Ha ONpeleNéHHOM 3Tare o0ydeHHUs.
Ocy1iecTBiI€HHE KOHTPOJISI C HCHOJIb30BAHUEM TEXHOJOTMHM TECTUPOBAHUS COOTBETCTBYET
TpeOOBaHUAM BCEX MEXKAYHAPOIHBIX IK3aMEHOB [10 HHOCTPAHHOMY s13bIKy. KpoMme Toro, naHHas
TEXHOJIOTUS TIO3BOJISIET MPETOAaBATEN0 BBIIBUTh U CHCTEMATH3MPOBATh ACHEKTHI, TPeOyromue
JIOTNIOJIHUTEIBHON NPOPabOTKH.

- TexHomorusi 00y4eHus: B COTPYIHUYECTBE — pealu3yeT HICI B3aUMHOIO OOYyYeHUs,
OCYILLECTBIISAI KaK HHIMBHUIYaJbHYI, TaK M KOJJICKTUBHYKO OTBETCTBEHHOCTb 3a pELICHHE
yueOHBIX 3ajau.

KommiekcHOe HMCIosib30BaHHE B YYEHOM IIPOLIECCE BCEX BBILICHA3BAHHBIX TEXHOJIOTUH
CTUMYJIUPYIOT JUYHOCTHYIO, HHTEJICKTYalbHYI0 AaKTHBHOCTb, PAa3BHUBAIOT I103HABATEIbHBIC
IPOILIECChl, CHOCOOCTBYIOT (OPMHUPOBAHUIO KOMIIETEHIMH, KOTOPBIMH JOJDKEH 00J1aaaTh
Oyayumuii crieluaincT.
4.01eHOYHBbIC 1 METOAMYECKHE MATEPHAJIbI
4.1 OueHo4yHble cpeICTBAa JUIAA TeKYUIEro KOHTPOJISI YCHeBAeMOCTH M NMPOMEXKYTOYHOI
aTTecTalliu

OrneHouHble CcpelcTBa MNpEJHAa3HAYeHbl U KOHTPOJIA M OLEHKHM 0O0pa30BaTeNbHBIX
JOCTHXKEHUN 0Oydarouuxcsi, OCBOMBIIMX IporpaMMy yueOHoW nucuuiuiiabl b1.0.05.04
«MHOCTpaHHBI S3bIK B IPOPECCUOHATBHON KOMMYHHUKALIUID.

O1eHOYHBIE CPEJCTBA BKIIIOYACT KOHTPOJIbHBIE MAaTePHAIIbl Ul MPOBEACHHUS TeKYIIero
KOHTPOJI B (opMe TECTOBBIX 33JaHUM, KOHTPOJIBbHBIX paboT, MEPEBOJIOB, YCTHBIX COOOILEHUIH
/ MOHOJOTHYECKOTO BBICKA3bIBaHUS IO TEME, AHMAJOra M0 KOMMYHHKAaTHBHOH CHTYyallWH,
BBICTYIIJICHUS C JIOKJIAZIOM / TTOATOTOBJICHHOHN Mpe3eHTaluel 1 MPOMeKYyTOUYHOMH aTTecTAluH
B (popme BOTMPOCOB U 3aaHUN IK3AMEHY.

OneHouHble cpencTBa Ul HMHBAJIMIOB W JIMI C OTPAaHUYEHHBIMH BO3MOKHOCTSIMHU

3JI0POBBSI BHIOMPAIOTCS C YI€TOM UX WHAMBHUIYATBHBIX TICUXO()U3NIECKIX OCOOCHHOCTEH.

— IpU HEOoOXOAMMOCTH HMHBAJIMAAM M JIMLIAM C OrPAaHUYEHHBIMH BO3MOXHOCTSIMHU
3JI0POBBSI MTPEIOCTABISIETCS IOTIOTHUTEBHOE BpeMsI JUIsl TOJTOTOBKH OTBETA HA DK3aMEHE;

— IIpU MPOBEJICHUH TPOLEAYPhI OLIEHUBAHUS PE3yIbTaTOB 00YyUEHHsI HHBAJIUIOB U JIUIL C
OTPaHUYCHHBIMH BO3MOXXHOCTSIMH 3/I0POBBSI TPETYCMAaTPUBAETCS MCIIOIb30BaHUE TEXHUYECKHX
CpeACTB, HEOOXOIUMBIX UM B CBSI3U C UX WHAWBUIYAIbHBIMA OCOOEHHOCTSIMH;

— TIpY HEOOXOUMOCTH JIJISl O0YJAIOIIUXCS ¢ OTPAHUICHHBIMUA BO3MOKHOCTSIMH 370POBBS
U MHBAJIUAOB TpOLESYpa OLCHUBAHUS pE3yJNbTaTOB OOydYeHHMs] 10 JUCHUILUIUHE MOXKET
MIPOBOJUTHCS B HECKOJIBKO ITAIIOB.

ITponienypa oneHMBaHUs pe3ylbTaTOB OOYYEHHMs WHBAIMIOB U JIUI C OTPaHUYEHHBIMHU
BO3MOXXHOCTSIMH  3JIOPOBBSI IO TUCHUIUIMHE (MOIYJIIO) MpeIycMaTpuBaeT IPeIoCTaBICHUE
uHpopmanuu B (opMmax, AZANTUPOBAHHBIX K OTrPAaHMYEHHUSIM HX 370pOBbS U BOCIPHUATHUS
uH(popMauu:

JUist T ¢ HapyIIEHUSIMH 3pEHHUSL:

— B MieyaTHOU popme yBeTHMUEeHHBIM HIpUPTOM,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

JInst AL ¢ HapyIeHNsIMH CITyXa:

— B I1e4aTHoM (opme,

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA.

JUnist a1 ¢ HapyIIEHUsIMHM OTIOPHO-/IBUTATEIBHOTO amnmapaTta:

— B TIe4aTHOU opme,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA.

JIaHHBINA TNepeyeHb MOXET ObIThb KOHKPETH3MPOBAH B 3aBUCHUMOCTH OT KOHTHHI€HTA
00yJaromuxcs.



Texymuii KOHTPOJIb OCYIIECTBISIETCS B XOAe YydeOHOro mpolecca Ha JiabopaTOpHO-
NpakTHUeckux 3aHATUsX. OH peanusyercs B (opMe TECTHUPOBaHHS, [EJIOBOM WIpBHI,
MPE3EHTAlNN, KEIC-3a/1aur U MEPEBO/Ia TEKCTA C aHTVIMMCKOTO HAa PYCCKUM C MOCIEAYIOLIUM €TI0
pedepupoBaHue.

1. Ilpumep n€KCHKO-TPaMMaTHYECKOIO TECTA.

Pa3zpenni 1, 4

Test Ne 1

1. Ann ___ thatshe _the visitor before.

A) thought / saw B) thinks / sees C) is thinking / sees D) thought / had seen E) have thought /
had seen

2. Asit___ darkwe __ togo home.

A) gets / decided B) would get / shall decide C) had got / have decided D) was getting / decided
E) will be getting / had decided

3. He __ looking at her, wondering where he ___ her

A) keep / see B) kept / had seen C) keeps / saw D) had kept / had seen E) being kept / would see
4. They  to get married last month although they _ each other for only six weeks.

A) decide / know B) decided / know C) decided / had known D) decided / knew E) decided / has
known

5. the weather good when you ___ tennis?

A) is / played B) was / were playing C) will be / played D) is / will be playing E) has been / will
play

6. When he ___ to the station the train already .

A) comes / left B) came / leaveC) came / had left D) had come / left E) has come / leaves

7. Last Monday when | the house it heavily.

A) leave / rain B) left / was raining C) left / had rained D) was leaving / rained E) leave / rains

8. Yesterday when Tom ___ the lesson___ .

A) comes / already begins B) came / had already begun C) came / already began D) will come /
already begins E) came / already begins

9.1 _ thecall because I __ ashower.

A) didn’t answer / was taking B) don’t answer / take C) doesn’t answer / am taking D) will not
answer / take E) am answering / am taking

10. After Mary ___ the room, she ___the floor.

A) tidied up / washes B) tidies up / has washed C) has tidied up / washed D) had tidied up /
washed E) is tidying up / washes

11. Yesterday at this time when hishat __he __ across the bridge.

A) blows off / is walking B) blew off / had walked C) has blown off / is walking D) blew off /
was walking E) had blown off / walks

12. He wanted me to go to the skating-rink together. Ashe I my skates he __ me his
brother’s.

A) knows / broke / offer B) knew / broke / offers C) knew / had broken / offered D) know / had
broken / will offer E) knew / has broken / offered

13. Tom looked at his hands. He ___that those hands __ young and strong before.

A) knew / was B) know / are C) had known / were D) knew / be E) knew / had been

14. He ___usthe firm ___ wool since 1935.

A) told / had been exporting B) tells / would export C) said / is exporting D) will be told /
exports E) told / has been exporting

15. He didn’t _ well though he  a hard day before.

A) slept / spent B) sleep / spend C) sleeping / had spent D) sleep / had spent E) slept / had spent
16. He _ at the blackboard and _ that the English teacher _ the word “apple” there.

A) was looking / sees/wrote B) looks / sees / had written C) looked / saw / was writing D) is
looking / saw / writes E) has looked / has seen / is writing



17. Mr. Brown ___ to me 2 hours ago to return the book whichhe .

A) comes / borrows B) came / had borrowed C) will come / borrowed D) came / borrowed E)
was coming / borrowed

18. No sooner he _ thanhe __ill.

A) had arrived / falls B) had arrived / fell C) arrives / has fallen D) arrived / will fall E) is
arriving / is falling

19.1 __ my homework by 6 o’clock yesterday and when my mother came home I supper.
A) did / have B) have done / had C) had done / was having D) was doing / had E) do / have
20. He said that he ___ school and he ___ to enter the academy.

A) finished / was going B) has finished / is going C) had finished / was going D) finishes / are
going E) finish / was going

Test Ne 2

1. We goodbye to them as the train left.

A) greeted B) saluted C) saw off D) shook E) waved

2. He will he given a pension when he at the age of 65.

A) disappears B) dismisses C) resigns D) retires E) sacks

3. He took a of cigarettes out of his pocket.

A) block B) dozen C) packet D) parcel E) piece

4. I’'m sure you’ll the film. It’s very good.

A) amuse B) delight C) divert D) enjoy E) entertain

5. He fell in love with her at first .

A) scene B) sight C) spectacle D) view E) vision

6. 'm if I hurt your feelings. Please forgive me.

A) afraid B) pardon C) pitiful D) shameful E) sorry

7. The doctor has told him that he must not go back to work so soon after such a long

A) disease B) failing C) illness D) pain E) weakness

8. No one imagined that the apparently business man was really a criminal.

A) honor B) respectable C) respectful D) respective E) responsive

9. Where do you the writing paper? In this desk?

A) drawer B) guard C) hold D) keep E) maintain

10. Please your hand if you want to ask a question.

A) arouse B) get up C) put out D) raise E) rise

11. As you are only 16, you must have your parents’ before you can get married.
A) allowance B) consent C) let D) permit E) subscription

12. The bank are offering £500 _ to anyone who can give them useful information about the
robbery.

A) cost B) price C) prize D) reward E) salary

13. How long do you intend to in this country?

A) permanent B) remind C) rest D) stay E) vacate

14. She put a of chocolate on the cake.

A) color B) cover C) layer D) level E) plain

15. I’ll have to take the toy back to the shop to exchange it because the mechanism is

A) blame B) defect C) false D) faulty E) few

16. Dinner will be served but we have time for a drink before then.

A) actually B) currently C) lately D) presently E) suddenly

17. He at me to show he appreciated the joke.

A) glimpsed B) grinned C) sneered D) stared E) watched

18. They’re to build a new factory here.

A) planning B) pretending C) projecting D) suggesting E) thinking

19. There’s a great of pollution on the beaches this summer.

A) deal B) lot C) many D) number E) quality

20. It was not an accident. He did it on



A) decision B) determination C) intention D) purpose E) security

21. I’ve bought some attractive and I’m going to make a dress out of it.

A) clothing B) costume C) material D) matter E) pattern

22. Don’t touch things that don’t to you!

A) belong B) involve C) own D) possess E) retain

23. There are so many in the road that you have to drive very carefully.

A) bends B) crosses C) curls D) currents E) folds

24. 1 like the hat but it doesn’t me. Have you got the same thing in a larger size?
A) dress B) fit C) go well D) match E) suit

25. I’'m very to you for all your help.

A) agreed B) graceful C) grateful D) reliable E) thanks

26. The school claim to students all the English they need in three months.

A) explain B) instruct C) learn D) teach E) understand

27. One of the water burst during the recent cold weather and the kitchen was flooded.
A) channels B) conductors C) pipes D) tubes E) ways

28. lonly __ astraw hat to protect my head when the sun is very hot.

A) bear B) carry C) dress D) put E) wear

29. I’'m afraid we haven’t got what you want in at the moment. We can order it for
you.

A) reserve B) sale C) shop D) stock E) work

30. I wasn’t able to the meeting because I was too busy.

A) assist B) attempt C) attend D) present E) take place

2. [Ipumep AenoBoOi UTpbl

HenoBast urpa Ne 1 (paspgea 1)
1. Tema nesnoBoii urpsei: «CobecenoBaHue.
2. KoHuenuusi Mrpbl: COMCKATellb, MPETEHAYIOIIMM Ha BAaKAHTHYIO JOJDKHOCTH MEHEIKepa
OIHOTO M3 OTACIIOB B KOMIIAHHWU IO MPOU3BOACTBY 0€e3aJIKOr0JILHBIX HAIIUTKOB, BCTPEYACTCA C
MOTEeHIMAIbHBIM paboTonaTeneM. OH JOMKEH MPE3eHTOBaTh ceds TakuM 00pazoM, 4TOOBI, C
OJIHOI CTOPOHBI, MAKCUMAJIbHO MOJTYEPKHYTh BCE CBOM JOCTOMHCTBA, & C IPYrod CTOPOHBI, HE
nepexBajinTh ce0s, 4TOObl HE BBI3BATH y paboroaarerns OTpUIaTeNbHbIX HMoumid. HWrpa
IPOBOAMTCS B JIBa dTala: CHadaja MHTEPBbIOEP 3a/laeT KaHIUAATy CTaHJApTHBIE BOMPOCHI,
Kacaroluecsi ero mnpodecCHOHaIbHOW 0a3bl, a 3aTeM aHaJIN3UPYeT HEMOCPEICTBEHHO €ro
JIMYHOCTHBIC XapaKTCPUCTUKHU, 4 UMCHHO, CKJIOHCH JIM OH OonbllIe K OINTUMUCTUYCCKOMY HJIN
MECCUMUCTUYECKOMY BOCIPUSTUIO MUPA.
3. Posn:
- COMCKATEllb;
- HHTEPBBIOEP.
4. Oxkunaemblii () pe3yabTar (bI):
1. JlocTmxeHue coucKaTeleM IIOCTaBICHHOM Tiepea coOOW Ienu, a HWMEHHO —
MoJTydeHue paboThI.
2. CrocoOHOCTh paboTomaTels MPUHATH MPAaBUIBHOE PElIeHHE B OTHOIICHUH JAaHHOTO
COMCKaTeJIsl.

HNHcTpyKuMH AJ1 IPOBEICHUs POJIeBOH UIPHI HA AHIVIMIICKOM f3bIKe
The first stage of an interview
Interviewee:
You are going to be interviewed for the position you would like to get in one of the established
companies. Be ready to answer the questions about:
— your family background;
— personal qualities;



Here are some of the key questions an interviewer can ask:

the one you believe in the most. Do this quickly and as honestly as you can.

— qualifications;

— experience;

— achievements;

— current salary;

— your strengths and weaknesses;

— the reasons for leaving your last job;

Interviewer(s):

Interviewing can be carried out by individuals (e.g. supervisor or departmental manager),
by panels of interviewers or in the form of sequential interviews by different experts.

1. Can you tell me about your experience as a manager?

2. What sorts of projects did you participate in when working for your previous
employers?

3. What do you like most and what do you like least about your present job?

4. Could you tell me how much you currently earn?

5. What do you know about the company you are going to work for?

6. What are your strengths and weaknesses?

7. How ambitious are you?

The second stage of an interview
The second stage of an interview involves personal qualities of a candidate.

1. Ideal staff wanted.

2. As a rule, employers prefer dealing with people, who possess such a very
important quality as optimism. The questionnaire that follows presents twenty-four
apparently contradictory proverbs and asks you to indicate the one in each pair which most

closely reflects your beliefs.

Instructions: Read each pair of proverbs and, at the side of the pair, write the number of

Of these two proverbs...

| prefer

1. Absence makes the heart grow fonder.
2. Out of sight, out of mind.

3. If something can go wrong, it will.

4. It’ll be alright on the night.

5. Every cloud has a silver lining.

6. It never rains but it pours.

7. Too many cooks spoil the broth.

8. Two heads are better than one.

9. Leave well alone.

10. A stitch in time saves nine.

11. Never trust a stranger.

12. Hail fellow, well met.

13. No news is good news.

14. There’s no smoke without fire.

15. Might as well be hanged for a sheep as a lamb.
16. Once bitten twice shy.

17. Better safe than sorry.

18. Nothing ventured, nothing gained.

19. Don’t count your chickens before they are hatched.
20. Half a loaf is better than none.

21. All’s well that ends well.

22. Look before you leap.




23. You learn something new every day.
24. You can’t teach an old dog new tricks.

Scoring the questionnaire

Put a circle round the numbers you chose as most reflecting your beliefs, and then add up
the number of circles. Be sure to add up the frequency of the circles and not the value of the
numbers within them.

1 2
4 3
5 6
8 7
9 10
12 11
13 14
15 16
18 17
20 19
21 22
23 24
TOTAL
Optimist Score Pessimist Score

Interpretation

The maximum score is 12. Here are some interpretations depending on your mix of
scores.

Optimist 12 — Pessimist 0

Amazing! You see the world through rose-coloured spectacles. The real test is whether
you can continue to do so after a set back, or whether you are vulnerable because your
expectations are so high.

Optimist 9 — Pessimist 3

A ratio of 3 to 1 is very optimistic. You are definitely a ‘half-full’ rather than a ‘half
empty’ person.

Optimist 6 — Pessimist 6

You clearly fluctuate more or less equally between optimism and pessimism. You need to
work out the circumstances of when you tend to be one and when the other.

Optimist 3 — Pessimist 9

You are clearly far more often pessimistic than optimistic. There are two consolations.
First, you can describe yourself as a realist; second, you are less prone to feelings of
disappointment since your expectations are already somewhat low.

Optimist 0 — Pessimist 12

So what?

So now you know whether you are basically an optimist or a pessimist — so what? Well,
the advantages of being an optimist and having a positive attitude are;

- You feel happier than you otherwise would

- You are more cheerful and outgoing

- You are prepared to take risks and have a go at things

- The people you deal with respond more positively to you

- You achieve more

- You influence other people to achieve more

- You look for the best in people

- You don’t waste time being paranoid and suspicious

- You are better at bouncing back after a failure or set-back




- You are more likely to embrace change positively.

However, it is vital to be realistic. There is no point in wearing rose-coloured spectacles

and living in a fool’s paradise. This leaves you vulnerable to major disappointments and upsets.
Even optimists feel pain and discomfort when they are moved on from the status quo. The point
is they are more likely to respond positively in a shorter time than a pessimist.

3. Ilpumep TecTa HA 3HAHUE JIETTOBOM JIEKCUKHU

Tect Ne 2 Business across cultures 2

TA

Choose the best word.
1.

Uk wm

7
7

B

I usually go shopping during my lunch break/stop.

Tomorrow is business/bank holiday in England so our London HQ is closed.

Let’s discuss this over a working breakfast/dinner tomorrow morning at eight o’clock.
Make face/eye contact with your customer so they know you are listening.

| take care to keep my work and private/public life apart.

In collective/individualist societies the extended family is very important.

I like to use some gestures/humors in my presentations, but jokes can go horribly wrong.

Match the words and phrases with the sentences. (There is one extra word or phrase.)
Physical contact, greetings, loyalty, boundaries, gestures, individualism, presenteeism,

collectivism.
1.
2.

3.

A firm handshake says ‘HI, I’m strong, dependable character’.
Many of our workers have been with us for years, so we try look after them when times
are difficult.

My boss expects me to be in the office even when there isn’t anything to do!

| keep weekends free for my family and | never look at work e-mails when I’m at home.

I think our culture encourages people to look after themselves and no one else.

In meetings | like to watch the way people move their hands and what they do with their
eyes.
My boss often puts his arm around my shoulder when he talks to me. He thinks it makes
for a friendly work environment.

4. IlepeueHpb TeM 1Sl Mpe3eHTALUN

TeMbl npe3eHTALM

Tema Ne 1 (pasznen 2) Telephone skills
Tema Ne 2 (paznmen 4) How a candidate can impress an interviewer
Tema Ne 3 (paznen 6) Corporate culture and corporate ethics

5. Keiic-3amaua

Keiic-3agaua Ne 1 (pa3gea 5)

Keiic na memy: «llocnedcmeus napyuwenus npagun 6e0erus 0en060u NepenuckiLy.
IIpoueaypa pelieHus: Keiucos

ITepBblii 3Tan — 3HAKOMCTBO C CUTYallHE.

Bropoii sTtan — BblieneHne OCHOBHOM MpoOieMbl, (PaKTOpOB M MEPCOHAINM, KOTOPHIE MOTYT
pEaIbHO BO3/IECHCTBOBATh HA CUTYALHIO.

Tperuii 31an — IpeanoKeHUe KOHLEIIIUN WIK TEM U1 «MO3TOBOTO LITYpMa.



UYeTBepThli ATaIl — aHAIINU3 NOCJIEACTBUN IPUHATUSA TOTO WIM HHOTO PELIEHUS.

[IaTeiii 3Tam — pemeHue kKeica — NPEAJIOKEHHE OJHOT0 WM HECKOJIbKMX BapUaHTOB
(mocneoBaTeNnbHOCTH — JEHCTBUI), yKa3aHWE HAa BO3MOXHOE BO3HUKHOBEHHE TIPOOIIEM,
MEXaHU3MbI UX MIPEJOTBPAIICHHUS U PEIICHMUS.

3. Ilpexxme yem MpUCTYNHTh K pazbopy mpejiaraeMon JJis aHalIW3a CHTYalluH, BBITIOJHUTE
CIICAYIOIICC 3aJaHuC.
Decide, if the following statements about business letters in English are true or false?
What other advice can you give about writing letters?

When you write a letter you put your name above your address.

It is correct to write Dear Mister when beginning a letter.

In the United States 1% April can be abbreviated to 04.01.11.

When writing a letter to the USA you can begin it with Gentlemen...

The abbreviation Ms is used to write to women when you do not know or do not want to
efer to their marital status.
It is not good to use contractions (I’ll, don 't, isn’t) when writing letters.
If you begin a letter with Dear Mr Jones you should end it with Yours faithfully.
Memo is a short word for memorandum and it means ‘a brief note to help the memory’.
9. The phrase ‘Trusting this matter will have the attention of your good selves’ sounds all
right in a business letter.
10. Sentences in a letter should be as simple and short as possible.
11. You should place the name and address of the addressee at the right top.
12. The paragraphs start right at the margin and there should be line spaces between them.
13. A comma is needed after Dear Sir or Yours sincerely.
Cumyayusa: B mnpencTtaBieHHOM NHCbME COJEPKUTCA psf omubok. COTpyAHHMK KOMIIAHUW,
KOTOPpOMY OHO OBLIO aaApeCOBAHO, CUYCII ITPABUJIBHBIM HC OTBC€YATh Ha HETO, T.K. 110 €ro MHCHUIO,
TakOW NOJAXOJA K BEACHUIO JEJIOBOM IEPENUCKH JEMOHCTPUPYET HEYBAKEHHE K KOMIIAHHH,
KOTOpass HUMCECT KOHTAKT C aApCCaHTOM. HpoaHanH3pr171Te 9TO HNHUCBMO C Y4YCTOM BCEX
YKa3aHHBIX BBIIIC 3TAIIOB U NPCIJIOKNUTEC CBOW BapUAHThI PCIICHHUA I[aHHOﬁ HpO6JI€MI>I.
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Island World Holidays 181 North Street
London W1M 2FW
Tel. 01-676 9096
Miss Margareta
Lindel,
Slottsberget 26,
Goteborg 41803,
Sweden.

Your ref
Our ref FH/ts

Dear Sir
Thank you for your letter of the nineteenth of May two thousand and twelve

I have pleasure in sending you our brochure with details of all our holidays.
I look forward to hearing from you.

2012, may 22", Best wishes
Sales Menege




Fred Henderson

6. Ilpumep TekcTa A YTeHHs, IepeBoJia U pedeprupoBanHus

Ne 1. Read, translate and summarize the text.

DRESSING FOR BUSINESS

Simon Harris, a senior executive in the
London branch of the computer firm Samex
Systems, regularly arrives at work wearing
jeans, trainers and a colorful pullover. His
secretary, Martine, is often dressed in a bright
yellow T-shirt and designer jeans. Samex
System recently decided to allow its 1,500
employees to leave their pin-stripe suits and
smart frocks in the wardrobe and to wear
casual clothes at work.

a)

Samex’s Human Resources Director,
Norma Leaman is responsible for introducing
the new policy. “I travel quite a lot to the USA.
Many of the companies | visit there no longer
have strict dress codes. In fact, many
employees wear practically what they like.”

Norma decided to introduce casual
dress as an experiment in the company. “We
started off by allowing people to dress in a
more relaxed way once a week. Then we
extended it to two days a week. Now most
employees can wear more relaxed dress when
they like.”

There are, of course, still some rules.
Dirty or untidy clothes are not allowed. Male
employees are told not to wear earrings at
work. And for some people there is still a dress
code. Sales staff do not go out on visit wearing
jeans. Overseas visitors — especially if they
come from the Far East — are not welcomed by
executives in Bermuda shorts and beach shirts.

AEJIOBASA OJEXIA
CaiimoH Xappuc, CTapIInn
WCIOJIHUTENIbHBIM ~ TUPEKTOP  JIOHJOHCKOTO

OTJICJICHUS KOMIIBIOTEpHON (uUpMBI  Samex
Systems, mnocTosHHO XOIUT Ha paboTy B
JDKUHCaX, KPOCCOBKax U ApKoM Iysiosepe. Ero
ceKkperapb, MapTHH, 4acTO HaJEeBaeT SPKo-
KENTYI0 Malky M Ju3ailHEepCKUe HKUHCHI.
PykoBomcTBO  (pupMBI HEZABHO Ppa3pemIniio
ceouM 1500 coTpyaHMKaM OCTaBIsATb CBOHU
KOCTIOMbI W3 TKaHM B TOHKYIO IOJOCKY H
IIMKapHbIE IJIaThsl JOMa, a Ha paboTy XOIUTh B
IOBCEIHEBHOU OJEKIIE.

3a BBEICHHE HOBOW MOJIMTUKH OTBEYAET
Hopma Jluman, aupexktop 1O TEpCOHANY
¢bupMbl Samex. «5I MHOro myTelmecTBYIO B
CHIA. B psne xommaHuii, B KOTOpBIX 4
ObIBato, OoJIblIIe HE MPUAEPIKUBAIOTCS CTPOTUX
npaBwi  jpecc-koja. {akTHYeCKH, MHOTHE
COTPYAHUKH HOCAT TO, YTO UM HPABHUTCS ».

[Ipemnoxuts  HOCHUTH Ha  paborty
IIOBCEIHEBHYIO oxaexay Hopma pemmina B
KayecTBe 3KcrepuMeHTa. «Mbl Hayaiu ¢ TOro,
YTO TO3BOJMIM PAOOTHUKAM TNPUXOAUTH Ha
paboTy B HECTpOroil ojaexzae pa3 B HEIEINO.
3areM Mbl pa3pelIiid 3TO JIeNaTh JABa JHS B
Heznento. Terneph OONBIIMHCTBO COTPYAHHUKOB
MOTYT HOCUTh Oo0Jiee IPOCTYIO OJeKIY, KOTJaa
3aXOTSTY.

KoneuHo, ectp HekoTOpble mpaBuia. He
MO3BOJIUTENBHO MPUXOAUTH B TPA3HOW WIH
HEONPATHOW oxaexae. MyKCKOM IepcoHal
MpOCAT HE HajeBaTb Ha paboTy cepbru. A
HEKOTOpBIE CHIyXalllue BCE KE JIOJKHBI
NPUICPKUBATHCS Jpecc-KoAa. Tax,
COTPYIHUKH OTZAEJA NPOAAXK HE BHIEIKAIOT HA
BCTPEYH B JDKUHCAX. A PyKOBOJUTEIN HUKOT A



The fashion for casual dress at work
started on the west coast of the United States.
American hi-tech companies found that
younger employees were happier with a less
formal style. “In the information technology
industry the division between office and home
is not very important,” says consultant Luis
Rodriguez. “Many people work at home
wearing the clothes they feel most relaxed in.
When they are in the office, they just don’t see
the need to dress very formally.” Rodriguez
has carried out a survey on dress among 700
US companies. “We found that about 70% of
companies allowed employees to wear casual
clothes on some occasions.” There are a
number of explanations for the more relaxed
modern style, according to Rodriguez.
“Companies with a higher proportion of
women employees tend to be more relaxed
about dress codes.”

It is also significant that there are many
more younger people in position of power.
“You now find senior managers in their early
thirties or even younger. They just don’t want
to dress like their grandfather did.”

Even the most traditional companies
have been caught up the new fashion. Take
MFD Securities, a City of London investment
firm. For many years executives had to wear
white shirts, dark suits and ties. Now they are
allowed to wear more casual jackets and
trousers. Jeans, however, are not allowed. “Our
customers are getting younger and younger,”
says MFD spokesperson Jan Martin. “Often
they are happier dealing with someone of their
own age and background. And that means
dressing in a more informal way.”

He OyIyT BcTpedarh 3apyOeXHBIX TOCTEH,
ocobenno ecimm onum ¢ JlampHero Bocrtoka, B
OepMy/aax ¥ IUBDKHBIX pyOamikax.

Mopga Ha  HOIIEHHWE IIOBCEIHEBHOM
OJICKJbI Ha paboTy MOSBWIACH HA 3alaJHOM
mooepexbe CoeIuHEHHEBIX ITaToB.
AMepuKaHCKHE BBICOKOTEXHOJOTUYHBIC
KOMIIAHUM  OOHapyXWIH, YTO  MOJIOJIbIe
COTPYAHUKH YYBCTBYIOT ce0s cyYacTJIUBee,
€CII HOCSIT HE OJIekAYy B MeHee (opMaTbHOM
ctwie. «B  wHAYCTpUM WHGOPMALMOHHBIX
TEXHOJIOTUI pasrpaHUyYeHHe MEXAYy TaKUMHU
MOHATHSIMH, KaK OpHC ¥ JJOM HE OYEHBb BAXKHO,
- roBopur KoHcynbTaHT Jlync Poxpurec.
«MHorue moau paboTalOT JA0Ma, HOCA
OJIeXaYy, B KOTOPOH OHHU 4YYBCTBYIOT ceOs
Hanbonee xkompoprHo. M Haxomsace B oduce,
OHM TMPOCTO HE BHUAAT HEOOXOAUMOCTH
0JIeBaThCsl CIUIIKOM (GopmaiibHO». Poapurec
npoBen uccienoBanue B 700 amepuKaHCKUX
KOMITAHU OTHOCHUTEIBLHO TOTO, KaKyI0 OJIEKIY
MPEINOYUTAIOT HOCUTh UX COTPYIHUKH. «MBI
BBIICHWIH, 4YTO Okoiao 70%  KkommaHui
MO3BOJISIIOT CBOMM CIIY>KAIllUM HWHOTJIA HOCHUTH
MOBCEIHEBHYIO  ofexay». llo  cioBam
Ponpureca, ecte psii 00BACHEHUN TOMY, YTO
COBPEMEHHBIN CTUJIb OJACKIBI CTajl MEHEe
ctporuM. «KoMmaHuu, B KOTOPBIX OOIBIIYIO
YacTh TMEpPCOHAja COCTaBIIAIOT >KCHIIMHBI, KaK
MIPaBUIIO, MPUAECPKUBAKOTCS Oonee
TuOepaTbHON TOJUTUKA B OTHOIIEHUU JIpecC-
KOZa».

Takxe Ba)XHO, PYKOBOJSIIHNE JODKHOCTH
ceiiuac 3aHMMAIOT Topasio OOJbIle MOJIOABIX
monen. «Tenepb MOXXHO BCTPETUTBH CTapIIUX
MEHEKEPOB B BO3pAcTe OT TPUALATH JIET WIH
naxe Mosoxke. OHH TPOCTO HE  XOTIT
0JIeBaThCsl, KaK KOT/Ia-TO OACBAIUCH UX JEABD».

Jlaxxe camble TpaguIIMOHHBIE KOMIIAHWUU
CTald  TPUACPKHUBATHCS ~ HOBOH  MOJBIL.
Bo3pmuTe K TpEMepy HWHBECTUIIMOHHYIO
kommnanuto MFD Securities, pacrnonoxeHHyI0
B JlIonnonckom Cutu. Ha mpoTsiKeHM MHOTHX
JeT ee PYKOBOJUTENH JOJDKHBI OBUTM HOCHUTH
Oenmple  pyOamikyd, TEMHBIE KOCTIOMBI U
rajicTykd. Temepb MM pa3pelieH0 HOCUTH
MeHee CTporue KypTku u Oproku. OmHaxo,
JOKHHCBHI HOCUTH Henb3sl. «Hamm KIneHThI
CTAHOBATCS MOJIOXKE M MOJIOXKE», - TOBOPHUT
npecc-cekperapp MFD flm Maprtun. «YHacto
OHM OBICTpEE HAxXOmAT OOMMA S3BIK C
paOOTHHKaMHu, KOTOpble OJMM3KM WM IO



BO3PACTy M MPOUCXOXKICHUIO. A 3TO 3HAYMT,
9TO0 WM JIy4lle OJIeBaThci B  MeEHee
(bopManbHOM CTHIICY.

However, not all companies are OnHako He BCe KOMITAHHM CIICAYIOT 3TOM
following the trend. A junior executive in a TenaeHimK. [IOMOIIHUK YIPaBISIOMIETO B
Paris bank recently arrived at work to find four mnapmxckom ©OaHke HemaBHO MpHexal Ha
brand new white shirts on his desk. This was paGory u Hamien Ha CBOEM CTOJE YEThIpE
his company’s way of saying that blue and coBepuieHHO HOBBIX OenbIX pyOamku. MIMeHHO
yellow striped shirts were not acceptable. TaKUM CIOCOOOM €ro KOMITaHUSl —pPelIria

JIOHECTH JI0 HEro HMHQPOPMAIHUI0O O TOM, 4YTO
roJiyOble M KEIThIC MM0JIOCAThie PyOaIlKh Tam
HETPUEMIIEMBI.

IIpumep pedepupoBanus TekcTa

The article | have read and translated is entitled Dressing for Business.

It is devoted to the tendency of wearing casual clothes at work.

The author starts by giving the example of Simon Harris, the firm which no longer has strict
dress codes. In fact, many employees there wear practically what they like. Its Human Resources
Director says that they decided to introduce casual dress as an experiment in the company and
now most employees can wear more relaxed dress when they like.

But nevertheless, there are still some rules, such as: dirty or untidy clothes are not allowed;
male employees are told not to wear earrings at work. At the same time, some workers have to
comply with the dress code. For example, sales staff do not go out on visit wearing jeans, and
foreign visitors are not welcomed by executives in too informal clothes.

In fact, the fashion for casual dress at work started on the west coast of the United States.
The thing is the majority of hi-tech companies located there found that younger employees were
happier with a less formal style.

According to the article there are a number of explanations for the more relaxed modern
style. On the one hand, companies with a higher proportion of women employees tend to be
more relaxed about dress codes. One the other hand, nowadays there are a lot of younger people
in position of power who prefer wearing casual clothes so even the most traditional companies
have been caught up the new fashion. But despite this fact, not all companies are following this
trend.

To sum up, | would like to say that dressing for business is a burning issue and it depends on
the company management whether to make it part of the company’s corporate culture or not.

4.2 ®oH O1IEHOYHBIX CPECTB /ISl IPOBeeHNsI HUTOr0BOI aTTeCTALMU

IIpomexyTouHas aTrecTanus NPOBOAUTCA B popMe 3aueTa
3ader npexycMaTpuBaeT POBEPKY KayecTBa 3HAHMI M ¢(hOPMHUPOBAHHOCTH YMEHHUH
B 00J1acTH:
1) moHMMaHHS U TPAMOTHOTO MCIIOJIB30BAHUS JICIOBOM JICKCHKH B YCTHOM M TTMCBMEHHOM
o0IIeHNH,
2) 3HaHUS OM3HEC-peanid ¥ KYJIbTYPHBIX TPAAUIHIA JET0BOTO OOIIEHHS B aHTIIOS3BIYHBIX
CTpaHax;
3) ureHms, mepeBoJa W pedepUPOBAHUS AYTCHTHYHBIX TEKCTOB HA TEMY JIEIOBOTO
oOLIeHHUS.
3ader BKJIIOYAET CJICAYIOLINE 3aaHUS:
1) uTeHue U mepeBo/1 TEKCTA;
2) TeCT C 3aJJaHUSIMH TI0 TEKCTY.
I. Read and translate the text.
Business Communication Etiquette



http://www.nataliemanor.com/articles/businessetiquette.html
By: Natalie R. Manor & Natalie E. Hoffmann

The idea that people need to have feedback, appreciation and information is a good basis
for understanding how and why excellent business communication is important and compelling
for success. In fact, not only do they need it for appreciation, they need it to continue to be
effective and be successful. If we do not give feedback and communicate we will lose our
influence and cut into creating successful results.

Being busy is never an excuse for not communicating in a timely way. What does “timely”
mean anyway? In the old days, “timely” meant the same day. In the new days — and | have
experienced this hundreds of times — timely means: “Whenever I get a chance to get back to you
assuming | remember what you wanted and can find the email or the correspondence on my desk
because it is covered with tiny notes and phone numbers because | have not taken the time to
clean up my work area because | am too busy."

You get the picture.

Let me be very clear. It is NEVER ok to not respond to those you are doing business with;
those you want to do business with; those that can refer you to business; those who were referred
by someone; anyone writing to you (except spam and porno) needs a response. If you are getting
500 emails a day that is now a systems issue and you need to find a way to receive what is most
important to you.

* Tell your colleagues that you do not need to be on every email "reply"”

* Find a spam filter system that serves you

* Go through a week and track who is sending you email and find out if they are important or not
and inform them if you do not need to hear from them

* Find someone to screen your emails for applicability to you

* Separate business from personal by having two different email addresses so you don't have to
worry that you miss either

* Stop signing up for newsletters and information that you don't need go back to the ones you did
sign up and unsubscribe from those you never read and delete anyway

Don’t let email steal your efficiency. Take the time to manage what it is that is most
important to you so you can get on to communicating with those relationships that offer you the
best shot at successful results. In your very best relationship - whether your spouse, best friend,
sister, co-worker - you can easily communicate with them in a high value way. You telephone,
email, write notes, make plans and generally stay in contact with them because you want the
connection and the relationship.

In building very good relationships in business, it is absolutely the same. What is different
in a business relationship is that you communicate with them and you don't always know them as
well as a dear friend. However, they need the same attention that a good relationship needs.
These needs are:

* Returning a phone call

* Following up on a request

* Listening intently

* Appreciative communication

* Clear communications with details and directions
* Doing what you say you will do

* Remembering what is important to them

* Valuing what is most important to them

Our communication styles and methods are being stretched to the limit by email,
technology, lack of time and demands on our ability to do so much in our days.

But there are rules of common courtesy that have NOT changed since the inception of humans
dealing with each other in a high value way. If you want to be a remembered, trusted and
respected leader, you will practice these courtesies with every business contact.



If you take the time to examine what is important to you, we think you will find that they are also
the courtesies that you expect in all business communication — actually how you would like to be
treated and communicated with.

Email - not only should you be returning emails in a timely way, but you need to set the
context each and every time of why the email is important and what information it is that you
want to deliver. Spam filters help, but in order to more easily control your email load, you need
to be in more control of what you generate yourself. In business, be brief, be informational and
be gone.

Cell phones - the ring tones that are available now are fun outside of the office, networking
situations, client lunches, etc. Put them on vibrate or shut them off.

Take and make calls when you are with people sparingly. Most people are not interested in
listening to your conversations no matter how stimulating you think they might be. If you need to
take or make a call, excuse yourself and then make it brief.

Returning phone calls - We are not sure when it became ok to not return phone calls, but it
Is not ok. Whether you think you have time to return the call or not, find out what people need,
make sure you are clear on whether you can help them or not and then get back to your own
work. People who return phone calls are trusted and respected. You do not need to make the calls
long. In fact, returning all calls twice a day instead of doing it piece meal all day long is a good
way to manage your time more appropriately.

Here are some additional basics that will help you grow your own identity and brand which
will identify you as a trusted and respected "up and coming leader":

Practice your handshake - ask a friend to shake hands with you and then ask them to give you
feedback. Firm is good.

Eye contact - learn to look at a person when they are speaking.

Body language - 55% of our non verbal communication is our body - watch what your
body is saying about you.

Business card - get one and have them with you at ALL times. Do include an address,
email and phone number. Name and what you do - a title is very good. If your company does not
provide a business card, get one for yourself anyway. The fast print companies all have programs
you can use to easily and quickly make one for yourself

Holding doors - opening a door for someone is not just a guy thing anymore.

Ladies, if you get to the door first - open it!

Standing and greeting - if you are being introduced, stand, reach out with your hand and
shake their hand. This is not a gender issue. Women in the workforce can show respect by
standing and shaking hands.

We are delighted to contribute to your business and communication etiquette successes.

I1. Test based on the text.
1. Based on the article above write down five tips for a successful business communication:

(5 points)

2. Why does the author draw our attention to the word “timely”? Find it in the text, answer the
question based on the context.

(5 points)

3. Multiple choice. Choose the correct answer:

a. You should treat you business partners as your relatives:

- True

- False



— Not stated

b. People who return phones calls are:

- Ignorant and irresponsible

- Respected and responsible

- Trusted and responsible

- Trusted and respected

¢. Non - verbal communication is:

- Extremely important

- It is more important than verbal communication

- Verbal communication is more important than non - verbal
- Not stated

d. When you send an email, you should:

- set the context

- ask a personal question

- you should always remind who you are

- all the above

e. You should have:

- One email address; otherwise, you might miss something important
- Two email addresses, because your private letters might
Distract you from your work - You must have only one email address for your work and
communicate with your friends using other devices

You may have as many email addresses as you want

(5 points)

4. Summarize the text in 10 sentences:

1.

HBOoNoO O RWD

0.
(5 points)

Kpurtepun onieHK# 1o npomMesKyTO4HOM aTTecTauuu (3a4er, IK3aMeH)

1. OUEHKA «3AUMEH0» 8bICIABIAENICS CIYOEeHMY, eCliu OH.
- 2PAMOMHO NPOYUMAT U nepesesl MeKChl,
- BBLINOJHUIL Mecm, 6blAGIAIWUN YPOBEHb 3HAHUA CMYOeHma Ou3Hec-pedanuu, KyJIbMYPHbIX
mpaouyuti 0en08020 0OWeHUsl 8 AHINIOA3LIYHBIX CMPAHAX, A MAK’Ce YPOBEHb 061A0eHUs UM
0e10601 1eKCUKOU, YNOMPeOseMOou 8 YCMHOM U NUCbMEHHOM 0OUjeHUU.

OUeHKa «He 3AYMEHO»  BbICMAGNAemcs 8 mMOM  cayyae, eciu  CMYOeHm
NPOOEMOHCIMPUPOBAL NOJIHOE OMCYMCMEUE 8bIUEYKA3AHHBIX HABIKOG.

OneHouHble CpeAcTBa JUIsl MHBAJIMAOB M JIMII C OrPAaHUYEHHBIMH BO3MOXHOCTSMU
3JI0pPOBBSI BEIOUPAIOTCS C YUETOM MX MHAMBHUAYAIbHBIX CUXO(U3NYECKUX 0COOEHHOCTEH.

— NpU HEOOXOAMMOCTH HHBAJIMAAM M JIMIAM C OrPAaHHYEHHBIMH BO3MOXXHOCTSIMHU
310POBbS IPENOCTABISAETCS JOMOJHUTEIBHOE BPEMS LIS IIOATOTOBKH OTBETA HA DK3aMEHE;

— [IpU MPOBEJICHUH MPOLEAYPHI OLICHUBAHUS PE3YyIbTaTOB 0OyUEHHs] HHBAINIOB M JIUIL C
OTPaHUYEHHBIMU BO3MOXKHOCTSMU 3I0POBbsS MPELYCMATPUBACTCS UCIIOIb30BAHUE TEXHUYECKHUX
CpeACTB, HEOOXOIUMBIX UM B CBSI3U C UX WHAWBUIYAIBHBIMUA OCOOCHHOCTSIMH;



— IIpU HEOOXOAMMOCTH JJIs1 00YHaIOIUXCS ¢ OTPAHUYCHHBIMUA BO3MOKHOCTSIMH 370POBBS
M WHBAINAOB TMPOIEIypa OLEHUBAHUS pPE3YyNbTaTOB OOYYeHHS IO JAWUCHMIUIMHE MOXKET
IPOBOJUTHCS B HECKOJIBKO ATAIIOB.

[Tpouenypa orneHuBaHMS PE3yIHTATOB OOYYEHHS WHBAIMIOB M JHIl C OTPAaHMYCHHBIMHU
BO3MOXKHOCTSIMH 3JI0POBbsSI 110 JTUCHUIUIMHE (MOJIYJIO) TpPEeIyCMaTpUBAET IPEIOCTABICHUE
uHpopManuu B QGopMax, aJaNTUPOBAHHBIX K OTPAHUYEHHSIM HX 370POBbSI M BOCIPUSATHS
uHpOpMaLUu:

JInst UL ¢ HapyIIeHUSIMH 3PSHUS:

— B [1€4aTHOW (hopMe YBEIUYECHHBIM HIPUPTOM,

— B (hopMe PIEKTPOHHOTO JOKYMEHTA.

JIyist 5aL ¢ HapyIIeHUsAMU CIIyXa:

— B IIeYaTHOM opme,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA.

JInst L ¢ HapyIISHUSIMH OTTIOPHO-/IBUTATEIILHOTO anIapara:

— B mieyaTHOU hopme,

— B (hopMe PIEKTPOHHOTO JOKYMEHTA.

JlaHHBIN TIepeYeHb MOXET OBITh KOHKPETH3MPOBAH B 3aBHCHMOCTH OT KOHTHHTEHTA
oOyJaromuxcs.

5. IlepeyeHb OCHOBHOH W JONOJHHUTEJNbHOH Y4eOHOH JUTEPATypbl, HEOOXOAUMOM IJIs1
OCBOCHHUSA TUCIHHUILINHEI

5.1. OcHoBHAas1 JIUTEpaTypAa:

1. Market Leader Intermediate. 3rd Edition: Business English Course Book// David Cotton,
David Falvey, Simon Kent. - [Harlow, Essex (U.K.)]: [Longman/Pearson Education], 2010. —
175 pp.

2. I'ymosckas, I.'H. Anrmmiickuil s3bik npodeccuonanbuoro odmenus=LSP: English for
professional communication : yuebnoe nmocodue / I'.H. I'ymoBckas. - Mocksa : U3narenbcTBo
«DauHTaY, 2016. - 218 c. - bubmuorp. B kH. - ISBN 978-5-9765-2846-8 ; To xe [DneKTpOHHBIH
pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=482145.

5.2. lonosiHUTE/ILHAS JIUTEPATYpAa:

1. CnacubyxoBa, A.H. JlenoBoil aHITTUICKUI A3bIK: 111 CAMOCTOSATEIbHOM PabOThl CTY/IEHTOB :
yuebHoe mocobue / A.H.CnacuOyxosa, WN.H. PanranoBa, K.B. BypkeeBa ; Munucrepcrso
oOpa3zoBanus u Hayku Poccuiickoit @eneparuu, PenepaabHoe TOCYAAPCTBEHHOE OIOKETHOE
00pa3oBaTebHOE YUPEKIEHHE BBICIIEro MpodecCuoHATBLHOTO 00pa3oBaHust «OpeHOYyprckuit
rocyapcTBEHHBINH yHUBepcUTET». - OpenOypr : OI'Y, 2013. - 163 c. : Tabu. - bubnuorp.: c. 80. ;
To ke [Dnekrponnsiii pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=270303.

2. IllumanoBckast, JI.LA. AHHOTUpOBaHHE U peepupoBaHHE HAYUHO-TIOMYJISPHON JIMTEpaTyphl
Ha aHruiickoM s3pike=American Science Popular Reader: Ha maTepuane Hay4HO-TIOMYJISIPHBIX
cTaTeil M3 aMepHUKaHCKOH mpecchl : ydeOHO-MeToauueckoe nocobue / JI.A. IllumanoBckas ;
®enepalibHOE areHTCTBO MO 00pa3oBaHHIO, ['ocyaapcTBeHHOE 00pa3oBaTENIbHOE YUPEXJIEHUE
Briciiero npogeccuonansnoro obpasoBanust KazaHckuil rocyapcTBEHHBIH TEXHOIOTHYECKUN
yauBepcuTeT. - Kazanp : M3parensctBo KHUTY, 2010. - 96 c. : wi., Tabmn., cxem. - ISBN 978-5-
7882-0910-4 ; To xKe [DnexkTpoHHbIN pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=259053.

JlaHHbIE U3TaHUS B 3JIEKTPOHHOM BUJE B AJIEKTPOHHO-OMOIMOTEUHBIX crucTeMax «JlaHby,
«lOpaiiT» o0nerdat ocBOEHHE IUCHMIUIMHBI HHBAJUAAMU W JIMIAMH C OrPaHUYEHHBIMHU
BO3MOXXHOCTSIMH 37I0POBBSI.

5.3. llepuoguyeckue u3IaHus:


http://biblioclub.ru/index.php?page=book&id=482145
http://biblioclub.ru/index.php?page=book&id=270303
http://biblioclub.ru/index.php?page=book&id=259053

I'azeTnr:

1. The Financial Times

2. The Times

3. The Guardian

Kypnasr:

1. Current Sociology

2. The Economist

3. Business and Society Review

6. METOANMYECKHUE YKA3AHUA 51 OBYYAIOIHIUXCSA 11O OCBOEHUIO
JIACIUILIAHBI (MO YJIS)
1. Bce BbImOJIHAEMBIE CTYACHTOM IIMCBbMCHHBIC 3aJJaHHs JOJIXKHBI (bl/IKCI/IpOBaTBCH B TCTpaau.
TeTpaapr MOANMUCHIBACTCS B TIPABOM BEPXHEM YIITY OOJIOKKH CIICTYIOIIUM 00pa3oMm:
Anna Orlova
Group Ne 1
Year |
2018
2. Hpe;xz[e YCM MMPUCTYIIUTD K BBIIIOJIHCHUIO ITMCbMCHHBIX BaﬂaHI/Iﬁ, H606XO,I[I/IMO YKa3aThb JaTry u
JCHb HEACIIN, a TAKKEC BHU] pa6OTI>I, T.C. ayzmTopHaa WJIN JOMaAIIIHAS.
Hampuwmep:
The 27" of November, 2018
Classwork
uiu
The 16™ of December, 2018
Homework

3. Ecnu cryaeHT B mUChbMEHHOW paboTe AOMycKaeT OMMOKM, TO IpPEernoAaBaTeib Ha MOJIAX
yKa3bIBaeT UX THIL:

- Sp — opdorpadpuyeckas

- Lex — nekcuueckast

- Style — ctunuctudeckas

- Gr — rpamMmaTHueckas

- W-O — nopsiiok cjioB

- Coh — ommb0ka B yrmotpedaeH!H CPECTB IOTUIECKO CBI3H

- Log — HapymieHre JOTUKHN BBICKA3bIBAHHS

- P — myHkTyauus

4. Jlng oBmageHUsi OTPACIEBON TEPMHHOJIOTHEH B paMKaxX MpenjgaraeMoro y4eOHOro mocoOus
CTYJICHT TIOMHMO BBITIOJTHEHUSI UMEIONIUXCS B HEM 3aJJaHUH TakKe JOJDKCH BECTH MOYPOUHBIN
CJIOBapb.

Paboma nao nexcukotl.

3amoMyuHaHUE JIEKCUKH OOBIYHO OBIBA€T OCHOBHOW TPYIHOCTHIO TPU HU3yUYECHUU
WHOCTPAHHOTO s3bIKa. be3 3HaHUs CIIOB He MOXeT OBbITh 3HAaHWS s3bIka. HyXHO mpojenarsh
OOJBIIYI0O W CO3HATENBbHYIO PaboTy, Mpexkae 4eM OyIeT YCBOGH HEOOXOAMMBIN CIOBapHBIN
MUHUMYM TTPO(heCcCHOHATBHBIX TEPMHHOB.

Bcerpedas HOBOe C€1OBO, Bcerja aHaau3upyiTe ero, obpaiias BHUMaHHE Ha HalKMCAaHUE,
MIPOU3HOIIICHHE M 3HaueHWe. YacTo MOKHO HAWTH CXOJCTBO C AHAIOTWYHBIM WIJIH CXOIHBIM
PYCCKHM CJIOBOM, HAIIpUMeEp, passenger — naccaxup u Ap. BaxkHO Takke HaAy4IUThCS TOMEYATh
POJICTBO HOBBIX CJIOB C YyXe H3BeCTHbIMH. OJHAKO, €CTh CJIOBa, HE TOJIAIOIIHECS HUKAKOMY
aHammzy. WX Hamo mocrapartbcs 3allOMHUTH, HO MEXaHHYECKOE IOBTOPEHHWE HE BCEraa
s dextuHoO. [TompoOyiiTe creayromnuii mopsaI0K paboTh:

- MPOU3HECHUTE HOBOE CIIOBO CHAYaJIa U30JMPOBAHHO;



- POU3HECHUTE CIIOBOCOYETAHUE U3 TEKCTA C HOBBIM CIOBOM (yIenuTe ocoboe

BHUMaHUE TPEJIoTaMm);

- Mo0epUTe K HOBOMY CJIOBY CHHOHUMBI WJIM @aHTOHUMBI (€CITM 3TO BO3MOKHO);

- BBIIIOJIHUTE MMMCbMEHHO JIEKCUYECKUE YITPAKHEHUS IIOCIIE TEKCTA.

5. g nydmero NOHUMaHUs IpPaMMAaTHYECKUX KaTErOpui AaHINIMHCKOrO SA3bIKA CTYIEHTY

HEOO0XOJMMO KOHCIEKTHPOBaTh COOTBETCTBYIOLIMI TEOpETHUYECKHIl Marepuan, 4Yro B

JanbHEeHIeM MoMoxeT eMy 3(p(EeKTUBHO BBIIOIHATD YIPAXKHEHUS U3 y4eOHOTO MOCOOUSI.
Paboma nao epammamuxotl.

@®opMHUpPOBAaHUE PEUYEBOIO0 I'PAMMATHUYECKOI'O HaBbIKa IPEAIOJAracT BOCIPOU3BEIECHUE
pasIMYHbIX I'PAaMMAaTUYECKUX SBJIECHUH B CHUTyalUsAX, TUIMYHBIX JUIsI NPOo(ecCHOHAIbHON
KOMMYHHKAIlMM ¥ aJIeKBaTHOE TpaMMaTHuyeckoe o¢opMmiieHHE BbICKa3blBaHUU. Pabotas Han
9TUM, BaM CIENYeT:

- IPOYTUTE Pa3BEPHYTHIM TEOPETUUECKUNA MaTepUal 110 U3y4aeMOil TeMe B

y4eOHHUKEe 10 IpaMMAaTUKE aHIJIMHCKOTO SI3bIKA;

- U3YYHTE CIIPAaBOYHYIO TAOIMILY B IPUIIOKEHUU K JAHHOMY ITOCOOHIO;

- HallJUTE B TEKCTE yPOKa U3y4aeMyI0 IpaMMaTHYECKYIO CTPYKTYpY;

- 0003HaYBTE HMEIONINECS TPAMMATHYECKAE OPHEHTHUPHI,

- clieNaiiTe MMCbMEHHO YIIPaKHEHHUS;

- BapbUpYHITE COZiepKaHUE NPEAJIOKEHUN B UMEIOIIMXCS MOJIENSIX, 3aMEHss

CJIOBA B 3aBUCHMOCTH OT MEHSIOILEHCS CUTYalluu;

- COTIOCTaBbTE / MPOTUBOIIOCTABBTE H3YyYaEMYIO CTPYKTYPY pPaHee H3yUCHHBIM.

Ilepexoa OT HaBBIKOB K yMEHHSM OOECIEYMBAETCS IOCPEICTBOM AKTHBALMU HOBBIX
rpaMMaTUYECKUX CTPYKTYp B COCTaBE€ JMAJOTMYECKMX U MOHOJOTMYECKHX BBICKA3bIBAaHUU IO
onpeneneHHOW TeMme. BkiroudaiiTe OCBOEHHBI Marepuan B Oecelbl M BbICKa3blBaHUS 110
MPONJECHHBIM TEMaM.

6. Jlnst mydiero ycBoeHus: MaTepraia He00X0AUMO PEryJIsIpHO JieJaTh padoTy HaJl OLIMOKaMHU:

- eciM 3To opdorpadudeckas omuodka, TO peKOMEHYeTCsl IPONUCHIBAThH CIOBO, B KOTOPOM OHa
JIOTTYIIIeHA, TPU CTPOYKH;

- €CIIM 3TO JIEKCUYeCcKas, FpaMMaTHUeCKasi WM CTUIMCTHYECKas OLIMOKa, TO CleqyeT BhIIHCATh
dpasy wiam TpeIoKeHHEe, B KOTOPOM OHa JOMYyIIeHa, M KPaTKo OOBSCHUTH IPABUIIO
ynoTpebeHusl JTaHHOM KaTeropuH, IMOJYEpKHYB MpPaBWIbHBIA BapHaHT €€ MCIOJIb30BaHMS,
Harpumep:

Her grandfather influenced on her life in many ways. (incorrect)
to influence sth./sh. — oxa3siBaTh BaUsiHUE, BIMATE, BO3AEHCTBOBATL HA YTO-JI. /KOTO-II.

7. Taxke CTyIEHT AOJDKEH YMETh KpAmKo Uziaeams UHosA3bluHbIlL mekem (pegepuposamy). Kax
NPaBUJIO, YKa3aHHBIN MPOIIECC MPOTEKAET B HECKOJIBKO ITAIOB:

1. berunblii mpocMOTp MEPBUYHOTO JOKYMEHTAa U 03HAKOMJIEHHE C OOIIHM CMBICIIOM.

2. BropuuHoe ureHue Tekcra. Ha pgaHHOM »dTame HEOOXOAMMO ONPEAETUTh 3HAYCHHE
HE3HAaKOMBIX CJIOB U MOHAThH BCE HIOAHCHI COJIEPKaHUS.

3. Onpepnenenrie OCHOBHOM TEMbI TEKCTA.

4. CMBICIIOBOY aHAJIU3 TEKCTA.

5. UTteHue 1 nepeBo/1 TPYAHBIX JUIsl TIOHUMaHUs a03alleB.

6. Beinenenue Hanboee BAKHOW ¥ BTOPOCTETIEHHON HH(OpMAITHH.

7. OmnpezneneHue KIOYEBOM MBICIM KakIoro absalma, cojepikamiero Haubojiee 3HAYUMYIO
MH(OpPMALIMI0O M COCTaBJIEHUE IIJIaHA, KOTOPBIA BIOCIEACTBUM TpeoOpaszyeTcsl MperioKeHus,
(bopMynUpyIOLIEe OCHOBHYIO MBICIIh KaX/IOTO pa3JieNa U J0Ka3aTeNIbCTBA, MOAKPEIUISIOIUE ATy
MBICIIb.



8. PemakTupoBaHue TOTYYUBIIETOCS B XOJE JAHHOW pabOTHI TEKCTa, BHECEHUE HEOOXOIUMBIX
JIEKCUYECKNX, TPAMMATHYECKUX WA CTUIUCTHYECKUX TMOMpaBoK. MHaue TOBOps, CTYIEHT
JOJKEH CTPEMUTBCS K TOMY, 4YTOOBI KpaTKOe H3JIOXKeHHEe 0O0paboTaHHOrO0 MM Marepualia
MPEACTABIUIO COOOM €AMHBIN CBA3HBINA TEKCT.

9. OdopmieHne TeKCTa KPaTKOTO U3JIOKEHHUS MaTepuaia B COOTBETCTBUU C TPEICTABICHHOMN

HWXKE MOACIIBIO.

Ilnan n PE€Y€BLIC KINIIEC NS O(l)OpM.]'IeHI/IH KPaTKOro U3JI0KCHUH TCKCTa

IIman

PexomenayeMble Kkiume

1. The title of the
article

The article is headlined / entitled

The headline of the article | have read is

The title of the article is

The article under the headline ... reports / states that

2. The author of the
article

The author of the article is
The article is written by

3. Where and when the
article was published

It is (was) published / printed in
It is published in Career, the Times supplement.

4. Type of the article

This scientific / analytical / law / economic / political article is
addressed to (the general reader / specialists) / is intended for two
groups of readers

Itis a survey / essay

5. The main idea of the
article

The main / central / chief / primary /core idea / subject /object / task /
key-note of the article is

The article is devoted to

The article deals with / The article touches upon

The purpose of the article is to give the reader some information on
The aim of the article is to provide the reader with some material (data)
on

The main issues discussed in the article are the following:

The article informs us / The article reports that

Other verbs used to introduce the main idea of the article:

analyze / discuss / outline / consider / report (on)

6. The contents of the
article (some facts,
names, figures)

The following phrases can help you summarize the contents of the
article sequentially:

The article is logically divided into three parts:

The first part describes / The second part is devoted to
The author starts by telling the reader (about, that)

The author writes (states, stresses, thinks, points out) that
The article describes / According to the text

According to experts / newspapers / a recent report

First of all / Firstly / Secondly

Another point / thing / argument is

Further the author reports (says) that

It is also important

In addition to this / that

Moreover

In general

On the one hand / On the other hand

Although / In spite of / Despite (the fact that) / However
As a result of this

Finally / In conclusion

The author comes to the conclusion that

To emphasize some ideas you may use the following words and word-




combinations:

The author of the article believes / points out / explains / pays / gives
attention to

He emphasizes / gives emphasis to

With particular emphasis on / with special attention to

To introduce the main points of the article you may use the following
nouns:

question / problem / issue

a disputable / vital / burning / urgent question

feature / characteristics / peculiarity

The following words and phrases can help you make your summary
concise and precise:

particular / special / specific

(most) important / main/ chief / basic / essential

remarkable / distinguished / notable

characteristic / unique / peculiar

especially / particularly / specially / specifically

be characterized by

have (some feature / property)

be characteristic of / be typical of

to get down to the details of

within the range of

7. Your opinion of the
article

I found the article interesting (important, of no value, too hard to
understand) because

The article | have read is very useful

In my opinion / To my mind / It seems to me that

Words and phrases used to show possible strengths and weaknesses of
the subject of the article:

fundamental / chief / main / great / important /essential / marked
advantage / merit

serious / severe / some / slight limitation / disadvantage / drawback

to have (limitations) / to suffer from the limitation

PGSYJ'II)TaTI)I KpaTKOro M3JIOKCHHUA MPOUYNTAHHOI'O TEKCTAa MOTYT OLITH MNpeaACTaBJICHBI IO

crenyroei hopme:

Title

Text Review Sheet

Author

Source

The main idea of the text.

A complete summery of the text.




Your opinion of the text.

8. TpeboBaHue K Mpe3eHTAIIMN

KoMmnbioTepHyio mnpe3eHTaumio ynoOHee BCEro MOArOTOBUTH B IMporpamMMe MS
PowerPoint. Ilpe3eHTanuss Kak JOKYMEHT NPEACTaBIsieT COOOW TIOCIEeNOBATEIBHOCTD
CMEHSIOUINX APYT Apyra CIaiioB - TO €CTh AJIEKTPOHHBIX CTPAHUYEK, 3aHUMAIOIUX BECh IKPaH
MoHUTOpa (0€3 MPUCYTCTBUS MaHeNel mporpammsel). Yarne Bcero AeMOHCTpalvs IMpe3eHTaluu
npoenupyeTcst Ha OOJIBIIOM PKpaHe, pexe — pa3/laeTcsl cCOOpaBUIMMCS Kak MeYyaTHBIA MaTepHuall.
KonuyecTBO craiiloB ageKBaTHO COJEPKAHUIO U  TPOJOJDKATEIBHOCTH  BBICTYIUICHUS
(Hampumep, A7 5-MHUHYTHOTO BBICTYIJICHHS PEKOMEHAYeTCsl HCIoiib30oBaTh He Oomee 10
CJIai/IoB).

Hpe3eHTaHI/IFI CO30acTCsd MHANBUAYAJIbHO.

PaGoTta MokeT OBITH Tpe/CcTaBIeHa JTUOO B JICKTPOHHOM BapHaHTE, MO0 HareyaTtaHa Ha
Oymare popmara A4 (Ha OJTHOM JIUCTE — OJIMH CJIA]).
BrmonHeHHyto paboTy caaTh K YKa3aHHOMY CPOKY.

[TepBoIii cnaiin o0s3arenbHO AowkeH cogepxkars @.M.0. ygamerocs, Ha3BaHue y4yeOHOM
JUCIUIUINHBL, Temy mpe3eHTanuu, @®.M.0. mnpenonasatend. Crenyromue claiibl MOXKHO
MIOATOTOBUTH, UCIIOJIb3Ys IBE Pa3]IMYHBIE CTPATETUHU UX MTOATOTOBKH:

1 crpaTerus
Ha cnaiigpl BBIHOCHTCS OIOPHBIA KOHCIIEKT BBICTYIUICHUS M KJIIOYEBBIE CJIOBA C TEM,

4TOOBl TIONB30BAThCS MMM Kak IUIAHOM JJisi BBICTYIUIGHHA. B 3ToM ciydae k craiigam
MIPEABSIBISIIOTCS CIEAYIOIINE TPEOOBAHUS:

§ oOBeM TekcTa Ha craiifie — He Ooublie 7 CTPOK;

§ MapKUpOBaHHBIN/HYMEPOBAHHBIN CIIUCOK COJEPXKUT HE OoJiee 7 2JIEMEHTOB;

§ OTCYTCTBYIOT 3HAaKM IYHKTYalldd B KOHIIE CTPOK B MapKHPOBAaHHBIX M HYMEPOBAHHBIX
CITHCKaX;

§ 3HaunMas HHQpOpPMAIIHsI BBIJENSETCS C TOMOIIBIO IIBETa, HauepTaHusl, 3h(HEeKToB aHUMAaIUH.
Oco60 BHHMATEIBHO HEOOXOAMMO TMPOBEPUTH TEKCT HAa OTCYTCTBHE OIIMOOK M OIEYATOK.
OcHoBHasi omuOKa Tpu BBIOOPE MAHHOW CTPAaTETrMH COCTOMT B TOM, YTO BBICTYMAOIINE
3aMEHSIOT CBOIO PeUb YTEHHEM TEKCTa CO CIIalI0B.

2 crparerus
Ha cnaiigsl momemaercs: gpaktuueckuii matepuan (Tabnuibl, rpaduku, ¢pororpaduu u mp.),

KOTOPBIH SIBIIIETCSI YMECTHBIM U JIOCTATOYHBIM CPEACTBOM HATIISTHOCTH, TOMOTAET B PACKPBITHH
CTep>)KHEBOM Hjen BBICTYyIUIEHUs. B 3ToM ciyyae K craiiiam NpenbsBISIOTCS CIeayroIue
TpeOoBaHUS:

§ BbIOpaHHBIE CpeACTBA BHM3yalM3aluu WHPOpMauuu (TaONMLBI, CXeMbl, Tpapukud U T. 1.)
COOTBETCTBYIOT COZICPKAHHUIO;



§ uCHONB30BaHBl WJUIIOCTPALIMM XOPOIIEro KadecTBa (BBICOKOI'O pa3pelleHHs), C YETKUM
n300pakeHreM (KaK MpPaBUIIO, HUKTO U3 NMPHCYTCTBYIOIIUX HE 3aMHTEPECOBAH BUMTHIBATHCA B
TEKCT Ha BalllUX CJIaiijlaX ¥ BCMaTpUBaThCs B MEJIKUE WIIFOCTPALIUN);

MakcumanbHOe KOJIN4ecTBO rpaduyeckoil MHGOpPMALUU HAa OJHOM Claije — 2 pHUCyHKa
(poTorpadum, cxemsl U T.1I.) ¢ TEKCTOBBIMH KOMMEHTapusiMH (He 0ojee 2 CTPOK K KaxIOMY).
HanOonee BaxkHast nH(popManus JOKHA pacloyaratbCs B LIEHTPE IKPaHa.

[Mocnenamii cnmaiig MOJDKEH OBITH MOBTOPEHHEM IEPBOT0. DTO JaeT BO3MOXKHOCTH €IIe pa3
HAllOMHUTH CIIyILATENsIM TEMY BBICTYIUIEHUS M MM JOKJIaJ4MKa U Ju00 MEepelTH K BOIpocam,
100 3aBEPIINTD BHICTYILICHHUE.

Odopmiienue npe3eHTannu

Jlig Bcex ciiaiijoB Mpe3eHTaluyu 0 BO3MOKHOCTH HEOOXOAMMO MCIIONb30BaTh OAUH U TOT
e 1a0I0H ohopMIIeHUs, pa3Mep — JUIsl 3aroJIOBKOB - HE MEHbILE 24 IMyHKTOB, ISl MH(opMauu
- uist uHpopmanmu - He MeHee 18.

B npe3eHTanusx He NPUHATO CTABUTH IIEPEHOCHI B CIIOBAX.

OdopmieHue cnaiijloB HE [OJDKHO OTBIEKAaTh OT €ro cojepkaHus. HexenarenbHb
3BYKOBBIE 3(DPEKTHI B X0/1€ AEMOHCTPALIUY Npe3eHTauuu. Hanaydmumu sBIisStoTCs KOHTPACTHbIE
nBera GpoHa u TekcTa (0enblil (OH — YePHBINA TEKCT; TEMHO-CUHUHN ()OH — CBETIIO-XKENITHIN TEKCT U
T. 1.). HekoHTpacTHbIe craiiibl OyAyT CMOTPEThCS TYCKJIBIMU U HEBBIPa3UTEIbHBIMU, OCOOEHHO
B CBETJIBIX ayIUTOPHUSIX.

Jlyuiie He cMeIIMBaTh pa3Hble TUIIBI WIPU(PTOB B OAHOM mpe3eHTauuu. Pekomennyercs He
37I0YTIOTPEOIIATH MPONUCHBIMU OyKBaM# (OHU YHUTAIOTCS XYKeE).

JUi nydiieil opueHTalMy B MPE3eHTAlUM MO XOAY BBICTYIUICHHS Jy4lle MPOHYMEpOBaTh
ciaiiel. XKenareiabHo, 4TOOBI Ha ciaiilax OCTaBAIMCh M0JIsI, HE MEHee | cM ¢ Ka)KA0H CTOPOHBI.

BcenomoratensHas nnHdopMmanust (ynpapisioliie KHOIKH) HE JOJDKHBI MpeodiafaTh Haj
OCHOBHOH MH(OpMaImen (TeKCTOM, WILTIOCTPALISIMH).

Hcnonb3oBate BCTpoeHHBbIE 3()(EKThl aHMMAlMKM MOXHO TOJBKO, KOrja 0e3 3Toro He
000iTHCH (HapUMep, MOCIIEJ0BATEIBHOE MOSIBICHHUE SJIEMEHTOB AMATrPAMMBI).

JUis aklleHTUpOBAaHUS BHUMAaHMs HAa KaKOW-TO KOHKPETHOW MH(popManuu ciaijga MOXKHO
BOCIIOJIb30BATHCS JTA3€PHON YKA3KOM.

JluarpaMMbl TOTOBATCS C MCIIOJIb30BAaHHEM MacTepa JuarpamMM TabaudHoro mnporueccopa MS
Excel. JlanHple M mnoamucu HE JOJDKHBI HAKJIAAbIBaThCS JpYr Ha Jpyra M CIHMBAaThCA C
rpau4ecKUMU 3JIEMEHTAaMH TUarpaMMBl.

TabnuuHas uHQOpMAIMs BCTABISIETCS B MaTepuaibl Kak TabjauIia TEKCTOBOIO Ipolieccopa

MS Word wmu tabnuunoro mponeccopa MS Excel. Ilpu BcraBke Tabauubl Kak oObeKTa U
IPONOPLUOHATILHOM U3MEHEHHH €€ pa3Mepa pealibHbIi 0ToOpaskaeMblil pa3Mep MIpu@Ta T0JIKEH
ObITh He MeHee 18. Tabnuibl 1 AuarpaMMbl pa3MeNIaloTcs Ha CBETIIOM WK OestoM (oHe.
Jns noka3za Qailn mnpe3eHTalMu HEOOXOAMMO COXpaHUTh B ¢opMmaTte «JleMoHCcTpanus
PowerPoint» (®aitn — Coxpanuth kak — Tun ¢aitna — JIlemoncrpanus PowerPoint). B atom
Cllydae TMpe3eHTaluss aBTOMAaTHYECKH OTKpBHIBAETCS B pEXHMME IOJHOIKPAHHOTO IIOKa3a
(slideshow) u caymarenu u36aBiaeHb! Kak OT BUAa pabodero okHa nporpammsl PowerPoint, Tak
U OT OTEPh BPEMEHU B HayaJje 1MoKas3a Mpe3eHTaluu.

TexcT, KOTOpBIN 3aUNTHIBAET BHICTYNAOLINHM, Ha claiiibl HE BhIBOAUTCA. Ecnu Hannuue Ha
claiiile TEeKCTOBOW HMH(OpPMAlMK BCE K€ NpPEearojaraercsi, TO 3TO JOKHBI OBITh KpPaTKO
chopMyITHPOBAHHBIE TIOJOKEHHUS TEMbI IPE3CHTALIUH.

(Dpa3LI, KOTOPBIC IOMOT'YT I'PaMOTHO OpPTraHHU30BAThH BBICTYIIJICHUC!

- Good morning, ladies and gentlemen. First of all, let me thank you all for coming here today.
- Let me introduce myself, my name is...

- And what I’d like to present to you is the report on ...

- The theme of my today’s presentation touches upon ...

- My purpose today is to ...



- I’'m going to divide my talk into three parts.

- First I’1l tell you about ...; after that ... and finally ...

- Please feel free to interrupt me at any time if you have a question.
- Let’s start with ...

- I’d like to draw your attention to the chart ...

- If you take a look at the graph, you’ll see ...

- Now let me get down to describing ...

- Let’s look at ... in more detail.

- It should be noted that ...

- Now let me give you some examples of ...

(At the end of the presentation)

- And finally, it is worth mentioning that ...

- Summing up, it is necessary to stress that ...

- In the end of my presentation I’d like to emphasize that ...

- Thank you very much. I’ll be glad to answer any questions.

- Well, that’s all I have to say. Thank you for listening / attention.

B ocBoeHHMH IUCHMIIIMHBI MHBAIWJAMU M JIMLIAMH C OIPAaHMYEHHBIMH BO3MOXHOCTSIMU
3I0pOBBsI OOJBIIOE 3HAYEHHWE HMMEET WHAMBHIyalbHas ydeOHas paboTa (KOHCYJIbTAllMH) —
JIOTIOJIHUTEIBHOE pa3bsiCHEHUE Y4eOHOro Marepuara.

I/IH[[I/IBI/IIIyaJII)HI)IC KOHCYJIbTalMUKM 110 HPCIAMETY SABJIAIOTCA BaKHBIM (i)aKTOPOM,
CHOCOOCTBYIOUIMM MHIMBUAYAIN3aLUU OOYUYEHHUS U YCTAHOBJICHUIO BOCIUTATEIBHOIO KOHTAKTA
MCXKAY NOperoaaBaTciicM U O6y‘-IaIOHII/IMC$I HHBAJIMLJIOM HWJIMA JIMOOM C OI'PaHUYCHHBIMU
BO3MOYKHOCTSIMH 3/10POBbSI.

7. IEPEYEHb MH®OPMAIIMOHHBIX TEXHOJIOI'M, UCHOJb3YEMbBIX ITPU
OCYHIECTBJIEHUN OBPA3OBATEJIBHOI'O MNMPOLECCA 1O AUCHUIIJIMHE
MOAaYJI10)

7.1 IlepeyeHb HH(POPMALMOHHO-KOMMYHHKANMOHHBIX TEXHOJIOTI M

— IIpoBepka nomMamHUX 3aJaHUN U KOHCYJIBTUPOBAaHUE IIOCPEACTBOM JJIEKTPOHHOMN
ITOYTBHI.

— Hcnionb3oBaHue IEKTPOHHBIX MPE3EHTALUI IIPU IPOBEACHUHN IIPAKTUYECKUX 3aHATHI.

7.2 TlepeyeHb JMIEH3HOHHOIO M CBOOOJHO PACHPOCTPAHSIEMOI0 NPOrPAMMHOIO
odecrevyeHust
Microsoft office
[IporpamMMbl JIEMOHCTpAllMU ayAuo W BHICO MaTepuanoB (mpourpbsiBarens «Windows
Media Playery).
[IporpamMmel 1t IEMOHCTpALMK U co3aanus npesentanuit (Microsoft Power Point).
CD-ROM Blockbuster 2. Express Publishing. By Jenny Dooley, Virginia Evans.

7.3 IlepevyeHb COBpeMEHHbIX NPO(ecCHOHAIBHBIX 0a3 JaHHBIX M HH(POPMAIMOHHBIX
CIIPABOYHBIX CHCTEM

1. Dnekrponnas oudnuoreunas cucrema eLIBRARY.RU (http://www.elibrary.ru)/

2. Aurnuiickoe npounsHomieHue. @oreTrnka aHMKcKoro s3bika (https:/ www.native-
english.ru/pronounce)

3.I'pammaTHKa aHTIIMICKOTO sA3bIKa. OH-JIAMH CIIPaBOYHUK IPAMMATHKH aHTJIMHCKOIO
A3bIKA C MTOIPOOHBIM U3JI0KEHHEM 0COOEHHOCTEH yroTpebaeHus yacTeil peun, a Takxe
MIOCTPOEHNUS aHTJIMICKUX MPEIIOKEHUM. AHITIMICKAs TpaMMaTUKA B I€TaJIsAX
(http://www.native-english.ru/grammar)

4. CripaBOYHHK 110 IpaMMaTHKe aHTJIMICKOro si3pika (WWw.study.ru)



http://www.elibrary.ru)/
http://www.study.ru/

8.MATEPUAJIBHO-TEXHUYECKAS

BA3A, HEOBXOJUMASI TUISt

OCYHECTBJIEHUSA OBPA3OBATEJIBHOI'O IPOLHECCA 110 JJUCHHUIIJIMHE

MOAYJIIO)
Ne Bu pa6or MarepuanbHO-TEXHUYECKOE 00eCreueHne TUCIUIIIMHBI (MOTYJIs)
Y OCHAIICHHOCTb
1. | JIaGopaTopHbIe CneunasbHOE TOMEILEHHUE, OCHALLEHHOE ayJuOBHU3YyaJIbHBIMU
3aHATHS cpenctBamu  oOydeHuss (CD marauTodoH), mnpe3eHTAMOHHON
TEXHUKOU (mpoexTop, JKpaH, KOMIBIOTEP/HOYTOYK) 51
COOTBETCTBYIOIIUM ITporpaMMHbIM obecrieueHueM (I10).
2. | I'pynnossie Aynutopusi, (kaOuHeT).
(MHIUBHTYaTILHBIC)
KOHCYJIBTALIUU
3. | Tekymwuii kOHTpPOIb, | Aynutopus, (kaOuHET).
MIPOMEXKYTOUHAS
arTecTanus
4. | CamocrosTenbHas Kabuner nmns camocrosTenbHOM — pabOThl,  OCHAILEHHBIN
pabora KOMITBIOTEPHOM TEXHUKOM C BO3MOXHOCTBIO IMOJKIIFOYEHHS] K CETH
«HTepHeTy, MIpOTrpaMMOM DKPaHHOI'O YBEIIUYECHHUS u
o0eCreueHHbI JOCTYIIOM B AIEKTPOHHYIO HMH(OPMALMOHHO-
00pa3oBaTeIbHYIO Cpe/ly YHUBEPCHUTETA.




