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PA3JIEJI 1.
MACIIOPT ®OHJIA OIIEHOYHBIX CPEJICTB

1o y4e0Hoi nucuuniante (Mmoayaw) « AHocTpaHHbBIN SA3bIK
npogecCHOHAIBHOI HATIPABJIEHHOCTH»

1.1. OcHoBHBbIE cBeeHHUs 00 Y4eOHOH JUCIUILIHHE

Tabmuma 1
O0pazoBaTenpHas mporpaMMa MarucTpaTypsbl
HampasneHnue moaroToBku 38.04.04. «I'ocynapcTBeHHOE 1
MYHHIIUITAIHHOE YIIPABICHHUE)
[Tpoduie
«["ocynapcTBEeHHAs M MyHULIMITAJIbHAS CITY>K0a»
KonunuectBo
pa3zenoB TUCIUILIIUHEL 4
Yactb
00pa30BaTeIbLHON MPOrPaMMBI b1.0.02
@DOpMBI TEKYILIEr0 KOHTPOJISA Tekymmii KOHTPOJIb: YCTHBIA ONIPOC, TECTOBBIE 3aJaHMUS,
poJseBas urpa, codece0BaHue, TUCKYCCHs, 3¢Ce, 1eT0Bas
KOPPECIOHICHIIH, KOHTPOJIb 3HAHUH 1O pasieny
[Tokazarenu 3a04Has popma oOydeHUs

KonnuecTBO 3a4eTHBIX €TUHUIL

(xpenuToB) 4
CemecTtp 1,2
Oowaa mpyooemxkocma

(axaoem. uacoe) 144
Ayoumopnasn

KOHmaxkmuas paooma: 8/8
[TpakTuyeckue 3aHATHS 6/6
CamocrosiTenpHas paboTa 62/62
Koncynpranum 2/2
KonTtposb 212

dopma MpOMEXYTOUHON
aTTecTaluu 3a4er/3ayer




1.2. TlepeyeHb KOMIETEHUHI ¢ yKa3aHHeM 3TanoB (opMHpPOBaHUSI B Mpolecce
0CBOEeHHs 00pa30BaTe/bHOI NPOrPaMMBbI

Tabnuma 2
[lepeyeHb KOMITETEHIIMI U UX 3JIEMEHTOB
Huauxatop
Koite- KOMIIETEHIHH U €T0 DNIeMEHTHI UHAUKATOpa HNunexc
(opmymposka Komrmerenimu aIIEMEHTA
TEHIINS
Snamp:
- MHOCTpPAHHBIA s3bIK B O00BEMeE, HEOOXOIUMOM
oOmieHus: Ha OOIIEeM W JICJIOBOM YPOBHE W IS VK 4231
noxydeHus npodeccuoHanbHON HH(GOPMALIUU U3 '
3apyOeKHBIX UCTOUHHUKOB.
- JIETIOBYIO JIEKCUKY HHOCTPAHHOTO S3bIKa B 00beMe,
HEOOXOAMMOM JJIsi OOLIEHHUSI, YTEHHSI U TIepeBoja VK 4.2 32
MHOS3BIYHBIX TEKCTOB PO eCCHOHATBHON '
VK 4.2 HaIPaBJIEHHOCTH.
- perucTpbl OPUIIUATHLHOTO U HEOPUITNATEHOTO OOIICHHUSI. YK 4.2 3-3
Ymems:
ApryMeHTHPOBaHHO |- yOeX1aTh, HACTAUBATh HA CBOCH MO3UIUHU, OOBACHATH
1 KOHCTPYKTUBHO 6010 TOUKY 3peHHs HA HHOCTPAHHOM SI3BIKE C VK42 V-1
OTCTAMBACT CBON ;o0 1p30BaHMEM TTPOQECCH OHATLHOMN JTEKCUKH 1 '
TOMUMA M MICH B oy nomornn.
aAKaICMHUYCCKUX 1 »
npodeccHonambHpix | BECTH MTHCHMEHHOE OOIIeHNE HAa AaHTITUHCKOM SI3BIKE, VK42 V-2
JHCKyceHsX Ha  |[COCTABISTD JICTIOBBIC MHCHMA.
MHOCTPAHHOM si3bIKe [OCYIECTBIIATH ITyOJIMYHBIE BBICTYIICHUS B
npezaenax npopeccuoHanbHON TeMAaTUKH; VK42 V-3
VAIUTHIBATH COIMOKYJIBTYpPHBIC 0COOEHHOCTH ’
OOIICHMS, WCIOJIb30BaTh COOTBETCTBYIOIIHE I3BIKOBBIC
CpencTBa OOIICHUSI.
Braoembw:
- HaBBIKAMH M YMCHHSIMH PEUEBOH NEATEIHHOCTH Ha VK 42 B-1
WHOCTPAHHOM sI3bIKE (MMCbMO, TOBOPEHUE, AyJUPOBAHUE)
Ha Npo(ecCrOHAIbHOM YPOBHE.
- (GYHKIMOHAIBHBIM S3BIKOM ISl apryMEHTaluu,
YMEHHUSMU OTCTOSITh CBOKO TOUYKY 3pEHUs, YOSKIaTh YK 4.2 B-2
U T.J.
- CIIOCOOHOCTSMHU aHATU3UPOBATH IPOCTYIIIAHHYIO
WH(OPMAITUIO U BBIBUTATh UJIEH, TTPEIJIOKCHHUS. VK 42 B3
Ocy1iecTBIseT MOUCK SHAMb:
HHOSI3BIYHBIX - 0COOEGHHOCTH Pa0OThI C MHOS3BIYHBIMU OHJIAMH VK 433-1
MaTepHaJIoB, CIIOBapsIMH M CIIPAaBOYHBIMH PECYypCaMH. :
IIEPEBOIUT U - OCHOBHBIE ()OpMaThl MUCbMEHHBIX TEKCTOB: VK 4.3 3-2
YK 4.3 peNaKTupyer JIETIOBBIX IIMCEM, aHHOTAIUH, pedepaToB, cTaTel, dcce. '
pas/THbIC - CMOCOOBI M IPUEMBI PEIAKTHPOBAHUS HHOS3BIYHBIX
aKaCMIICCKHC, | rekeTOB ¢ MCIOIB30BAHUEM JIBYSI3BIYHBIX,
MPOGECCHOHATBHBIE, |16 1 oBBIX cloBapei, VK 4333
ACJIOBBIC TCKCTRI C | crrpaBOYHUK OB, BKITFOYAS '
UCIOJIB30BAHUEM | cOBpEMEHHBIE OHJIANH
COBPEMCHHBIX TEXHOJIOTUH.




Huauxatop
Komrie- KOMIIETEHIIUH U €r0 DNEeMEHTHI UHAUKATOpa HNnnexc
opmymmpoBka Kommerentuu »JIeMeHTa
TEHITUS
MH(QOPMALMOHHBIX | YMenb:
TEXHOIOTHH M |_ heneRoAMTH ¢ MHOCTPAHHOT'O A3bIKA HA PYCCKHUil
pecypeos npodeccuoHatbHbIe TEKCTHI € UCITOJIB30BAHUEM VK43VY-1
JBYSI3bIYHBIX M TOJKOBBIX CIIOBApEH.
- pemakTupoBaTh Mpo(deccruoHaIbHbBIE TEKCTHI (JI€T0BYIO
JOKyMEHTAIINIO, TE3UChI, CTAThH) HA HHOCTPAHHOM SI3bIKE VK 43VY-2
c yueroMm ux opmara.
- TrcaTh MPOQECCHOHATIBHO HAIPaBJICHHBIC TEKCTHI
(menmoBBIE MHUCHbMA, TE3WCHI, CTaThH) HA MHOCTPAHHOM YK43VY-3
SI3BIKE C YYETOM HX (hopMmara.
Bnaoembw:
- I3IKOBBIMH YMEHHSIMH I IepeBoAa NpodeccuoHanbHO
HaIlpaBJIEHHBIX TEKCTOB C MHOCTPAHHOIO S3bIKA HA
pasy P VK 43 B-1
PYCCKHI M C pyCCKOTO Ha
WHOCTPAHHBIN 3a/IaHHBIX TPO(PECCHOHAIBHBIX TEKCTOB.
- AHAJIM3UPOBATh CO/ICPKAHUE UHOSI3BIYHBIX TEKCTOB U
W3BJIEKATh HEOOXOMUMYIO HH(POPMAIIHUIO JIJISI BHITOJTHEHUS YK 4.3 B-2
OIPEEIECHHbIX 3aJaHUM.
- YMETb IOJIb30BaThCsl MHPOPMAIIMOHHBIMH pecypcaMu
U1t paboThI ¢ MpodeccuoHaIbHO HAMPABJICHHBIMHU YK 4.3 B-3
TeKCTaMu ( TOMCK, aHAJIN3, PEIAKTHPOBAHKE, HAITUCAHHUE).
Tabmuna 3
tanbl pOpMUPOBAHUA KOMMNETEHL M B NpOLLecce 0CBOEHUA OCHOBHOM
obpasoBaTenbHoOi Nporpammbl
N KonTponmpyemsrie u Kon HaumenoBanue
0 OM¢€ ~
paszensl (TeMbI) P KOHTPOJINPYEMOI OLICHOYHOI'0
/1 o cemecTpa
y4eOHOM KOMIICTCHITH CpencTBa
T CITUTINHBI (U ee yacTH)
Paznen.1 VK 4.2, YK 4.3 CobecenoBanue, TUCKYCCHS,
TPYHOYCTpOﬁCTBO. ACI0Bast KOPPECIOHACHIUA,
Tema 1.1. [loAroToBKa YCTHBIN OIPOC, pOJIeBas Urpa,
JIIHOTO OChe. TECTOBBIC 3aJaHUS
[IpaBuia cocTaBiieHUS U
1 lodopmnenus nenopoit 1
KOPPECIIOHIEHIU Y.
[IpaBuiia nenoBoi
KOMMYHUKAIIAH.
Pa3znen.1 YK 4.2, YK 4.3 CobecenoBanue, TUCKYCCHS,
pr,ﬂoyCTPOﬁCTBO. ACJI0Bas KOPpECCIIOHACHIIUA,
poJieBast Urpa, TECTOBBIE 3aJaHUS
2 1
Tema 1.2. Buasl pestome u
TEXHHKA HAIMCAHUS PE3IOME U
COITPOBOIUTEIILHOTO U ChMA.




N KonTtpomnupyemsie q Kon HaumenoBanue
0 oMe o
paszeisl (TeMbl) p KOHTPOJINPYEMOI OLICHOYHOI'0
/| o ceMecTpa
y4eOHO KOMIICTEHIIHH cpencTBa
TV CITUTUIAHBI (nyn ee yacTn)
Pasnen 2. TpynoBoe CobecenoBanue, aenoBas
COTJIAIIICHUC. KOPPECIIOHAEHLINS, POJIEBas Urpa,
3 [Tema 2.1 IloaroToBka k 1 VK 4.2, VK 4.3 | TecTOBbIC 3a/laHusl, 9CCe, YCTHBIN
WHTEPBBIO M IPOXOXKICHUE OTpoC, COOOIIEHUE, TUCKYCCHUS
WHTEPBBIO.
Paznen 2. TpynoBoe YK 4.2, YK 4.3 CobGecenoBanue, aemoBast
4 [corateHue. 1 KOPPECIIOHAEHITHUS, pOJIeBas UTPa,
Tema 2.2 CocTaBiieHHE TECTOBBIC 3aJ]aHUsI, 3CCE, YCTHBIN
KOHTpaKTa. OIIpoC, COOOIIEHHE, TUCKYCCUS
Pa3znesn 3. ACiieKThI YK 4.2, YK 43 CobecenoBanue, J1ea0Bast
YIIPaBJICHUA. KOPPECIOHEHIIMS, POJIEBAst Urpa,
Tema 3.1. Ctuin TECTOBBIE 3aJJaHUs, ICCE, YCTHBIN
5 menemkmenTa. [loctpoenue 2 OIpoc, co00IIEeHNE, TUCKYCCUS
KOMAaH/IbI
Pasnen 3. ACIeKTEI VK42, YK 4.3 CobecenoBanue, nea0Bast
6 YIIpaBIICHUSI. 5 KOPPECIIOHASHITHS, POJIeBasi UTPa,
Tema 3.2. YupasieHue TECTOBBIC 3aJaHusl, ICCE,
pHCKamu COOOIIEHHE, TUCKYCCUS
Pa3nen 3. AcrexTsl YK 4.2, YK 4.3 CobecenoBanue, aeaoBas
7 YIIPaBJICHHA. 2 KOPPECIOHAEHLIS, POJIEBAsI UTPa,
Tema 3.3.Kpusuc- TECTOBBIC 3aIaHUSI, 3CCE,
MEHEI)KMEHT. COOOIIICHHE, TUCKYCCUS
Paznen 4. MexxnyHapoaHoe YK 4.2, YK 43 CobecenoBanue, aenoBas
8 COTPYAHHYICCTBO 2 KOppECIOHACHIIUS, POJIEBas UI'pa,
Tema 4.1 Jlenossie TECTOBBIE 3aJ1aHUS, ICCE,
neperoBopsl. [IpesenTtaruu. / cooO1IeHne, AUCKYCCHSI
Paznen 4. MexxnyHapoaHoe YK 4.2, YK 43 CobecenoBanue, aenoBas
9 COTPYAHUYCCTBO. 5 KOPPECHOHECHIIUA, POJIEBAs UTPA,
Tema 4.2 CocraBnenue TECTOBBIE 3a1aHHS, 3CCE,
KOHTPAKTOB. cooO1IeHue, AUCKYCCHSI
VK 4.2, YK 4.3 CobecenoBanue, n1eaoBast
Paznen 4. Me:xxnyHapoaHoe KOPPECIOHACHIINSI, pOJieBas Urpa,
10 COTPYAHHYECTBO 5 TECTOBBIC 3a/IaHHUS, ICCE,

Tema 4.3 O6cnyxuBanue
KIIMCHTOB.

COOOIIIeHHE, TUCKYCCHS, YCTHBIN
omnpoc.




PA3JIEJI 2. TEKYIIA KOHTPOJIb IO AU CHUTIJIMHE (MO/Y.JIIO)

Texyuuii KOHTpOJIb 3HAHUNM HCIOJB3YETCS JUIsl ONEPaTUBHOIO M PEryJIspHOTO YIpPaBJICHUS
y4eOHOU AeSITeNbHOCTBIO (B TOM YHCIIE CAMOCTOSITENIbHOM paboToi) 00yyaromuxcs.

B ycnoBusx GamipHO-pEHTHHIOBONM CHCTEMBI KOHTPOJIS PE3YJbTaThl TEKYIIErO OLEHWBAHUS
o0yyaronierocsi MCHOJB3YIOTCA KakK [OKa3aTeldb €ro TeKymero peWtuHra. Tekyluil KOHTpOIb
YCIIEBAEMOCTH OCYIIECTBIIIETCS B TE€UEHHE CEMECTpa, B XOJE MOBCEIHEBHON yueOHOW paboTHI MO
WHIVMBHIyaIbHON MHUITUATUBE ITpenoAaBatessi. JlaHHbIN BHI KOHTPOJIS CTUMYJIUPYET y 00ydaronierocs
CTpeMJICHHE K CHCTEMaTHUECKO CaMOCTOSTEIbHON paboTe 1Mo U3YUYEHUIO AUCIUILTUHBI (MOIYIS).

Tabéauna 2.1
Pacnpepenenue 6annoB no sBuaam y4ebHom
neatenbHocTu (bannbHo-penTUHrosasn
cuctema)
Haunmenosanmne Bun 3aganus
Pasnena/Temsbl
I13 Bcero K3P CP 3
Yp| T3 | PU | AK | DO 3a TeMy
P.1.T.1.1 2 1 1 1 1 6 5 2
P.1.T.1.2 2 1 1 1 1 6
P2.T2.1 2 1 1 1 1 6 5
P2.T2.2 2 1 1 1 1 6 10 2
P3.T3.1 2 1 1 1 1 6 2
P3.T3.2 2 1 1 1 1 6 5
P3.T3.3 2 1 1 1 1 6
P4.T4.1 2 1 1 1 1 6 4
P4TA4.2 2 1 1 1 1 6 5
P4.TA4.3 2 1 1 1 1 6
Hroro: 1000 20 10 10 | 10 10 60 20 10 10

13 — npakTHYecKoe 3aHATHE;

VP — ycrHas peub (yCTHBIH ompoc, codeceaoBaHue, COOOLIEHHE, TUCKYCCHS)
T3 - TecToBble 3aHaHUs

PU - ponesas urpa

JK — nenoBast KOppecnoHAECHUIHUS;

3 - acce;

K3P — xonTposib 3HaHui o Pazneny;

CP — camocTosTenbHas padoTa 00 yJaroIerocs;

W3 — uaauBuayansHOE 3aJaHUE.

2.1 PexoMeHIaMM MO0 OLIEHNBAHUIO YCTHHIX OTBETOB 00yYal0OLIUXCS
C 1empl0  KOHTPOJSL YCBOEHHUS IPOMACHHOIO MaTepuansa M ONpPEAEICHHUsS  ypPOBHS

IIOATOTOBJIICHHOCTHU o6yqa}oumxcsr K HU3Yy4YCHUIO HOBOM TEMblI B Haualie KaXXa0ro IMPaKTUICCKOIO



3aHATUSA MperojaBaTelieM IMPOBOAUTCS WHAMBUIYAIbHBIH WM (PPOHTANBHBIA YCTHBIH ONpOC IO
BBITNOJIHEHHBIM 33JaHUSIM [IPEABIYILEH TEMBI.

Kpurtepuu oneHNBaHuA:

Humepaxyus (KOHTaKT C SK3aMEHATOPOM H/HJIM apTHEPOM IO BBICKA3bIBAHUIO);

Conepxanue (MOHMMaHUE 33J]a4d, PACKPBITHE TEMBbI, BHICKAa3bIBAHHE COOCTBEHHOTO MHEHWS,
ujel, MPOSBICHUE OPUTMHAILHOCTH MBICIIH);
bezanocmv u céazmocmv peyu (WCHOJB30BAHUE CBS3YIOUIMX DJIEMEHTOB pEUYd, HUIUOMATHUYECKUX
000pOTOB, NPAaBUJIBHO BBIOPAHHBIX JIEKCUYECKUX €IUHULl, KOPPEKTHBIX I'PAMMATUYECKUX CTPYKTYP,
moboe kosiebaHNe B peyd CBSI3aHO C COAEpPKAHHMEM, a HE C MOMCKOM CJIOB WJIM COOTBETCTBYIOIIMX
IrpaMMaTHYECKUX SIBJICHUH.

Cnosapuvii 3anac (cBo0ona ¥ rMOKOCTh B HCIOJb30BAHUU CJIOB, BBIPAKEHMH, JIEKCHUYECKUX
CTPYKTYP, YCTOWUYUBBIX BbIpaXKEHUM);

I'pammamuxa  (ACHOJB30BaHUWE IIMPOKOTO  CIEKTpa TIPaMMaTHYECKUX  KOHCTPYKLUH,
IPaBUIBHOE YIIOTPeOIeHNE YacTel pedH).

OueHKa «OTANYHO» CTaBUTCA, €CIN 0ByYaloLLMACA:

-cioco0eH BecTH Oeceny MO MPENIOKEHHOW TeMaTuke (JUaJOrMYecKoe M MOHOJIOTHYECKOoe
BBICKA3bIBaHMsI) B HOPMAJILHOM TEMIIE;

- JEMOHCTPHUpPYET IIMPOKHUI CIOBAapHBIA 3amac, d()PeKTUBHBIA BBHIOOP M HCIONB30BAHHE CIOBA /
UIMOMBI, BiajaeHue (opMoil ciOBa, COOTBETCTBYIOIIMH  PETUCTP; HCHOJB3YET  CIIOJKHBIE
rpaMMaTH4ecKue KOHCTPYKIUY;

-3(pPpexTUBHO B3aMMOAECHCTBYET C SK3aMEHATOPOM H/HITH MTapTHEPOM;

-7Ja€T TOYHBIE NCUYEPIIBIBAIOIINE OTBETHI HA BCE BONPOCHI;

-YMEIIO CIIPaBJISIETCS C HEMPEACKa3yeMbIMU CUTYaIUsIMU;

- IPOSIBJIIET MHUIIMATUBY; 00OCHOBBIBAET CBOIO MBICIIb;

- OCYLIECTBJISIET CBSI3HbIE MOHOJIOIMUYECKHUE BbICKa3bIBaHMUS;

- pacKkpbIBaeT TEMY MOJHOCTBIO U HAJUIeXKalIUM 00pa3oM, IPUBOAUT IPUMEPHI U (aKThl;

OueHKa «XOpoLo» CTaBUTCA, ec/in obyvarowmiica:

crnocobeH BecTH Oecemy IO MPEUIOKEHHOM TeMaTHKe (IMAJOrMYecKoe HM/JIM MOHOJIOTHYecKoe
BbICKa3bIBaHNE) B HOPMAJIbHOM TEMIIE;

UMEeT JOCTaTOYHBIM JMama3oH CJIOBAapHOIrO 3amaca, JelaeT HEeCyleCTBEeHHble OUMOKM B BbIOOpE
(bopMBI CIIOBa/MIMOMBL, UMEET HEe3HAUUTEIbHbIE IPOOIEMBbI B BHIOOPE CI0KHBIX KOHCTPYKIUH, 1eaeT
HECKOJIbKO OIIMOOK B BbIOOpE BpeMEHH, YMCIIa, MOpsAaKa 0B / QYHKIMH, apTUKIEH, MECTOUMEHUH,
IPEAJIOroB, JOMYCKAaeT HeOObII0e KOJIUYECTBO OMNOO0K B opdorpaduu, myHKTyalluu, KaluTaaIu3aluu;
-B OCHOBHOM BBICKa3bIBAHHE OTBEYAET 3aJaHHUIO;

-o0yyaromuiicss MOHUMaeT 3K3aMEeHaTopa M HapTHepa M JaeT NMPaBHIbHBIC OTBETHI HAa OOJBIIMHCTBO

BOITPOCOB;
-B LICJIOM YMCCT CIPABJIATHCA C HCHPCACKAa3yCMbIMH CUTYyalIUAMU



- Ja€T paCpoOCTPaHCHHBIC OTBCTHI U MIPOABJIACT MHULITUATHUBY,
- IPOABJIACT MUHHUMAJIbHBIC KoJeOaHus B pcuu.

OueHKa «yA0BNETBOPUTENbHO» CTaBUTCA, €C/IM 0ByYatoLLMIACa:

-[IOHMMAET K3aMEHATOpa U NapTHEPA U 1aeT PAaBUIIbHbBIE OTBETHI,
-BBIMIOJIHSIET TPOCThIE 3aJauyl, HO UCIBITHIBACT 3aTpyJHEHUS C OoJjiee CIOXKHBIMHU 3aJadamH,
HEIOCTATOYHO MIMPOKO PA3BUBAET CBOKO MBICIIb;

-[1OKa3bIBAET OTPAaHUYEHHBIN JUANa30H CIIOBapHOTIO 3amaca, JejlaeT yacThle OMMOKU B BEIOOpE POpPMBI
CIIOBa / UUOMBI, UCIOJIb30BAaHUH, 3HAUCHHSIX, UMEET CepPbhe3HbIE MPOOIEMBI C TPOCTHIMU / CIOKHBIMHU
KOHCTPYKIHUSIMH,

-TIPOSIBJIIET YacThle KoJeOaHus, TPOU3HOIICHNE 3aTPYIHIET OOICHHE;

- TEMII pCYUu 3aMCIJICH.

OueHKa «HeyA0B/eTBOPUTE/IbHO» 6anioB cTaBUTCA, ec/in 0bydatowmincs

-HE CIIOCOOEH BBICKA3BIBAaTHCS B YCTHOU (hopme;
- HE MOXKET PACKPHITh COIEp)KaHKE 3a/laHusl, HE TIOHUMAET COOECEeTHIKA;

- IMeeT OrpaHUYEHHBIN JUana30H CIOBAPHOIO 3araca, ejaeT 4acThle OIMOKY B BbIOOpe opMbI croBa /
UJMOMBI, UCIIOJIb30BAHUH, MPAKTUYECKU HE MTOKA3bIBAECT 3HAHUS MPABUJ IOCTPOCHUSI MTPEITIOKEHU.

- OTMEYaeT TaKUe HEAOCTAaTKH B TMOATOTOBKE OOYYalOIIErocs, KOTOpBIE SBISAIOTCA CEPhE3HBIM
MPENSITCTBUEM K YCIEIIHOMY OBJIaICHUIO MOCIEAYIOIIMM MaTEpHaJIOM.

BOIIPOCHI JJIA CAMOIIOAT'OTOBKHA OBYYAIOIIIUXCSA

Konmponupyemuwie pazdennl Bonpocwl 0na noozomoeku Kk unoueudyanbhomy /hponmansvromy
(memul) yueonoi ycmuomy / RUCbMEHHOMY ORPOCY NO MeMam OUCUUNTIUHBL
OUCUUNIUHDL

Pazgean 1. TpyaoycrTpoiicTBo

Tema  1.1. TloarortoBka | 1. What are you looking for: money, power, prestige, security, travel

JUYHOro Jocke. IlpaBuia opportunities, spare time?
coctaBnenust u odopmienus | 2. How important are salary, environment, benefits, and job
JIETIOBOM  KOPPECIOHICHITUH. stability?
[TpaBwiia nenosoit | 3. Do you enjoy working with people, information, or things?
KOMMYHHUKAIIUH. 4. Is it important to be your own boss?

5. What is your idea of a perfect job? A perfect boss? A perfect

colleague?

Tema 1.2. Buasl pestome um| 1. How is a resume read?
TexHuKka Hanucanus pestome | 1. What are the biggest blunders people make on resumes?
u conpoBoautenpHoro | 2. Why are keywords important to include in a resume?
UChMa 3. Are CVs a part of recruitment process?

4. What are your preferences when looking for a job?

Paznen 2. TpynoBoe coriiamienene

Tema 2.1 IToaroroBka 1. What a candidate should know while preparing for an interview?
HHTEPBBIO U IPOXOKIECHUE
HUHTEPBBIO. 2. How would you describe yourself as a person?

3. What type of position are you looking for?




o1

. What would you say are your strong /weak points?
. Make a list of your assets.
. Review common job interview question and answers and think

about how you will respond so you are prepared to answer.

Tema 2.2 CocraBiieHue
KOHTpAKTAa.

wWwWnN -
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. What is the Contract of Employment?

. What is the role of the Contract of Employment?

. What are its main clauses?

. Would you rather work for a male or female manager?
5.

Discuss an example of good or bad contract.

Paznen 3. AcneKkThl ynipaBjieHust

Tema 3.1. Ctunnm
MEHEI)KMEHTA.
[TocTpoeHue kOMaH bl

1. What is the role of a manager?

. Which management style (s) would you like to experience | have you

experienced?

. How would you describe your own management style? If you are not a

manager, what do you think your management style would be?

Tema 3.2. Ynpasnenue
PHCKaMH.

1.

What sort of risks do businesses face (for example: financial risks,
environmental risks)?
The types and levels of risks.

Tema 3.3. Kpusuc
MEHEKMEHT.

wnh e N

What sort of crises do business managers have to face?

How is a business crisis different from a business problem?

More and more brands are going live now. Is this the time to try
new digital and social media strategies?

Are there any specific models or frameworks for event crisis
management? Which can be used to find strategies for survival and
way forward of the event industry during and post disaster periods
of covid 19?

Pa3nen 4. MexnyHapoaHoe COTPYAHUYECTBO

Tema 4.1 JlenoBbie
neperoBopsl. [Ipesenranum.

1.
2.

w

What are business negotiations?

Why is negotiation important in a business?

What is business context negotiation? What
are some examples of negotiation?

Tema 4.2 CocraBiieHue
KOHTPAKTOB.

el N

Types of agreements.

Language of the contract

What is a contract and its types?

What are the differences between the types of contracts and forms
of contracts?

Tema 4.3 O6cnyxuBaHue
KJIMEHTOB.

N =

©

Types of agreements

When was the last time you telephoned a company call center?
Why did you call — to solve the problem, make an enquiry, for
another reason?

. What was the result of the phone call? Were you happy with the

service?
What steps should the customer service assistants follow when
they answer the call?

. What kind of complaints would you expect the following types of

business to receive: an airline, an advertising agency, a bank, a
mobile phone company, a computer manufacturer?
How important to a company’s success is customer care?

. Why is customer service important to the success of your

business?
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8. Customer service can make or break your reputation.

2.2. PexoMeH1aM U 110 OLIEHUBAHUIO Pe3YJIbTATOB TECTOBBIX 3a/IaHUI 00y4aIOLIUXCS
Kpumepuu oyenueanus.

B 3aBepmieHne wu3ydeHHS KaXAOro paszjena WM TEeMbl y4eOHOW JUCHUIIIIMHBI MOXET
MPOBOAUTHLCA TECTHPOBAHUE.

Kpumepuu oyenusanus. YpoBEeHb BBINOJIHEHUS TEKYIIUMX TECTOBBIX 3aJaHUM OLICHMBAETCS B
Oaiax, KOTOpbIE 3aTEM MEPEBOJAATCS B OLIEHKY I10 HIKajie COOTBETCTBUA. KOHTpOb 3HAHUM TTO pa3feny
B KOHIIE OIICHMBaeTcs B 5 0aiioB MakcuMalibHO. O1ieHKa COOTBETCTBYET CIEIYIOIIEH HIKaje:

Onenka COOTBCTCTBYCT CHCHYIOIIIeﬁ IIKaJC:

Orenka Bbamner % TpaBUIIBHBIX OTBETOB
(rocyapcTBeHHas)

OTnu4HO 5 90-100

Xoportio 4 75-89

Y 10BIETBOPUTEIILHO 2-3 60-74
HeynosrierBopuTenasHO 0-1 menee 60

THUITOBBIE TECTOBBIE 3AJAHUSA JIA TEKYIIEI'O KOHTPOJIA

TEST

I. Supply the sentences with the missing words:
EMPLOYMENT; APPLICANT; OBJECTIVES; QUALIFICATION;
SKILLS; PURPOSES; REQUIREMENT; EXPERIENCE; PERFORMED; TRAINING.

The ceremony was... at the same time in nineteen other countries.
One of the ... you need in advertising is a fertile mind.

He had retired from regular ... .

Math is no longer a prime ...for a career in accounting.

There was a long waiting list of ...for jobs.

He attended evening... courses of advertising making.

She’s had nine months’... .

Complete secrecy was essential to our... .

If this policy is reversed we shall never achieve our ... .

CoNooarwWNE

I1. Translate the following sentences into Russian:

1. 1'would like to apply for a position of... advertised in this month’s edition of ...

2. lam writing to you concerning your advertisement on 12 May in the “Guardian” for a

3. At present | am employed by ( name of the firm) where | deal (I am concerned with) ( description of
work)and | have been there for (number of years), since (date).

4. | am particularly interested in the position you offer me. I know my previous experience and
academic background would be valuable in this area of (engineering, etc.)

5. Please let me know if there are any other details you need. | look forward to hearing from you.

6. | am sure |l would be successful in this post, as I have now gained the experience and skills that are
required.

7. We are pleased to inform you that you were successful in your interview for (title) which you
attended on ( date).

I11. Match the words with their definitions:




LOAN; PARTNERSHIP; ASSETS; RETAILING; SALES; GROSS PROFIT; NET WORTH; NET
PROFIT; PROFIT.

1. The entire resources of a person or business, tangible or intangible, such as accounts and notes
receivable, cash, inventory, equipment, real estate, good will, etc.
2. The act of operating a retail business.
3. The capital investment an individual or partners have in a business after the liabilities have been
subtracted from the assets, that is, the capital value of the business.
A surplus that remains after the cost of goods is subtracted from the total assets.
5. Asurplus after all the expenses have been paid, including operating expenses such as heat, light, rent
and wages, but excluding taxes.
6. A bookkeeping term referring to the amount of income derived from the sale of the merchandise or
services, both for cash and on account, less taxes, returns, and allowances.
7. An amount of money that is borrowed and must be paid back by a certain date or on demand;
usually interest is charged on the money borrowed.
V. Answer the questions in a written form:
1. What steps should a candidate make while applying for a position?
2. Enumerate the papers necessary to submit to a prospective employer.
3. What are the main points a candidate should mention in his CV or a resume?
4. What factors about each candidate must be carefully considered?
. The employment interview, testing the applicant and references, which one of these three is more
effective? What would you prefer if you were a personnel manager?

&

V. a) The first thing in applying for a position is:
b) writinga CV;
c) looking through ads in newspapers and magazines;
d) filling in an application form;
e) callinga manager of a company you are going to apply for;
f) trying to get all possible information about the company and the responsibilities of the
employees in it.
b) If you were a personnel manager, what would you do first in selecting the best employee for
a position?

a) contact an employment agency;

b) place an ad in the newspaper;

c) select atest to be given to an applicant;
d) write a position description.

VI. Select the best word or phrase that best completes the statement:
Most people work because they

a) havetoin order to eat

b) want to make a contribution and feel recognized and appreciated
c) feel that they will be punished if they don’t work

d) all of these reasons apply to some individuals.

VI1.Choose the best variant from a-d:
1 The company had its own code of......... in these matters.
(@) behaviour (b) practice (c) dealing (d) attitude
2 Thisisa......... example of what not to do.
(@) critical (b) pure (c) simple (d) prime
3 Plans have already been drawn ........ to deal with such situations.
(@) over (b) through (c) up (d) into
4 Thousands of ........ are already signing up for this new telephone service.



(a) individuals (b) subscribers (c) applicants (d) interviewees

5 Job losses are mainly in the.......... sectors of the industry.

(@) blue-collar (b) red-collar (c) stiff-collar (d) high-collar

6 The circular will contain......... financial information to help investors.

(a) key (b) obvious (c) intelligent (d) noted

7 The report is......... to show better than expected results.

(@) necessary (b) possibly (c) clearly (d) likely

8 So many of these animals have been shot over the years that they are now classed as......... species.
(a) dangerous (b) endangered (c) unwanted (d) limited

9 Some people are......... to learn a foreign language.

(@) unaccustomed (b) shy (c) reluctant (d) inhibited

10 It was a big......... for her to give up her acting career to look after her family.
(a) trial (b) sacrifice (c) endeavour (d) test

VII. WRITING

You work in the Marketing Department of your company. Your Head of Department has given you
an advertisement for a conference and asked you to write a letter to the organiser. The letter will ask
for information about the conference and reserve places for the conference.

Look at the advertisement below on which your Head of Department has already written some
comments.

Then, using all your handwritten comments, write your letter.
Write 120-140 words.

Can you contact them and start getting this
organised? Thanks-John

MARKETING AHEAD OF THE COMPETITION

International Conference Centre London 26-29 May

An exciting and informative event with a truly global range chance
of speakers, delegates and ideas.
Just look at some of the key features:

» Well-known speakers from Japan and the USA.
» Up-to-the-minute issues addressed, such as globalisation and inclusive
strategies.
« First-class accommodation and food, with programme of evening -transport
entertainment.

* Inclusive price of only £849 per delegate.
« Discounts available for group bookings from same company.
2.3 PeKomeHgaL MM NO OL,EHUBAHUIO pe3y/1bTaTOB PONEBOI Urpbl

MakcumainbsHoOe Kpurepnn
KOJINYECTBO
6annos




OTJIMYHO

BbICTaBJIsIE€TCs 00ydaromeMycs (MHAUBUAYAIbHO UM KaK YYaCTHUKY TPYIIIIbI),
eciu:

COoZIep)KaHUE €ro JesITeIbHOCTH IOTHOCTbIO COOTBETCTBYET TEME,

KOHLIEMIINU, COACPIKAHUIO UT'PbI U IPUHATON POJIH;

00y4aroUIUICsl YETKO MPHUIEPKUBAETCS CBOEH POJIM IO CIOKETY UTPBL,
JIEeMOHCTPUPYET BAPHATHBHOCTD B Pa3peIICHHH UTPOBOM CUTYaAIUH

-crioco0eH BecTu Oecey Mo MpeaIoKEeHHON TeMaTHKe (Inaloruueckoe u
MOHOJIOTHYECKOE BBICKAa3bIBaHUS) B HOPMAJILHOM TEMIIE;

- IGMOHCTPUPYET HIMPOKHI CIIOBAPHBIN 3amac, 3G GEeKTUBHEII BBIOOP U
WCIIOJIb30BAaHKE CJIOBA / MMOMBI, BiIafieHue (POPMOii CII0BA, COOTBETCTBYIOIINI
pETUCTp; UCMONIb3YET CIIOKHBIE TPAMMATHYECKUE KOHCTPYKIIHH;

-3(hpeKTUBHO B3aUMO/ICHCTBYET C IK3aMEHATOPOM H/HITU MTapTHEPOM;

-7IaeT TOYHBIC UCUYEPITBIBAIOIINE OTBETHI Ha BCE BOIPOCHL;

-yMEJIO CIIPABIISETCS C HEMPEICKAa3yeMbIMH CUTYaIHsIMU;

- IPOSBJISIET MHUIIMATUBY; 00OCHOBBIBAET CBOIO MBICIIb;

- OCYIIECTBIISICT CBSI3HBIE MOHOJIOTHYECKU € BHICKa3bIBAHMS,

PacKpbIBaET TEMY IOTHOCTHIO U HAIEKALMM 00pa3oM, IPUBOIUT IPHUMEPHI U
(haKThL.

XOpOILIO

BBICTaBJIsIETCS 00y4aroneMycs (MHIUBUIYaIbHO WU KaK COTPYAHHUKY
TPYIIIbI), €CIIH:
cofiepXaHue ero AesTeIbHOCTH B OCHOBHOM COOTBETCTBYET TeME,
KOHIICTIINH, COACPKAaHUIO UT'PBI U IPHHATON POJIN; UTPOBOH CIOKET HAXOIUT
pa3BUTHE;
criocoOeH BecTu Oecey 1Mo MpeyIoKeHHONW TeMaTUKE (IHAIOrM4ecKoe U/ Jn
MOHOJIOTHYECKOE BBICKAa3bIBAHHE) B HOPMAIILHOM TEMIIE;
UMEET JOCTATOUHBIM JUANa3oH CIOBAPHOrO 3amaca, JellaeT HEeCYIIeCTBEHHBIE
omuOKu B BEIOOpE (POPMBI CII0BA/UIUOMBI, IMEET HE3HAUUTEIbHEIE TIPOOIIEMBI
B BbIOOpE CIIOKHBIX KOHCTPYKIIMA, 1eJIaeT HECKOIbKO OIIMOOK B BRIOOpPE
BPEMCHH, YHCIIa, MOPsIIKa CJIOB / PyHKIIUH, apTHKIICH, MECTOMMEHHI,
MPEAJIOroB, J0MycKaeT HeOOoIbIlIoe KOJMYECTBO OMO0K B opdorpadumu,
MyHKTYaIluH, KAl TaIn3aIiu;
-B OCHOBHOM BBICKa3bIBAHNE OTBEYAET 3a/IaHHIO;
-00yyaromuiics MOHUMAET SK3aMEHATOpa ¥ MapTHEpa U 1aeT NPaBUIIbHbBIE
OTBETHI Ha OOJBIIMHCTBO BOIIPOCOB;
-B I1€JIOM YMEET CHPABIISITHCS C HETIPEICKA3yeMBbIMH CUTYalUsIMHU;
- JaeT pacrpoCTpaHEHHbIE OTBETHI U MPOSBISET HHUILIUATHUBY;
- IPOSIBJIIET MUHUMAJIbHBIE KOJICOAHUSI B PEUH.

YZIOBJIETBOPUTEIBHO

BBICTaBJIsIETCS 00y4JaroneMycs (MHIUBUIYaIbHO WU KaK COTPYAHHUKY

IPYIIIbI), €CIU:

COZIEpXKaHUE €ro EeATEIbHOCTHU B LIEJIOM COOTBETCTBYET TEME, KOHIIEMIINH,

COZIEPKAHUIO UTPBI U IPUHATON POJIU; UTPOBOI CIOKET HE JETAU3UPYETCs,
-MTOHMMAEeT K3aMeHATopa U MapTHepa U JaeT MPaBUIIbHBIC OTBETHI;
-BBITMIOJIHSIET MPOCTHIE 33/1a4H, HO HCIBITHIBACT 3aTPYJHEHUS C Oomnee
CJIOKHBIMHM 3a/1a4yaMH, HEJ0CTaTOYHO HIMPOKO Pa3BUBAET CBOIO MBICIb;
-[10Ka3bIBAET OIPaHUYEHHBIN JUana30H CIOBApHOIO 3ariaca, JAej1aeT YacThle
oImMOKY B BEIOOPE (hOPMBI CIIOBA / UTMOMBI, MCIIOJIb30BAHUH, 3HAUCHHSIX, UMEET
Cepbe3HbIE MPOOIEMBI C ITPOCTHIMH / CIIOKHBIMH KOHCTPYKIIUSMU,
-IPOSIBIIIET YacCThIe KOJICOaHMs, TPOU3HOIICHNE 3aTPYIHIET OOIICHHE;

- TEMII p€YU 3aMCIJICH.




BBICTaBJIsIeTCS 00ydaromemMycs (MHIUBUIYaTbHO WM KaK COTPYAHHUKY
TPYIIIbI), €CIIH:
CoZIepKaHUe €ro JeATEIbHOCTH JIUIIh YaCTUYHO COOTBETCTBYET TEME,
KOHIICTIIIUU, COJIEP>KAHUIO UTPBI U IPUHSATOM POJIM; UTPOBOM CIOKET HE
pa3BHUBaeTcH,
-He CI0c0o0EH BBICKA3bIBaThCS B YCTHOU (hopMe;
- HE MOXKET PACKPBITh COICPKAHME 3a/IaHNsI, HE TIOHUMAET COOCCEeTHUKA,
UMEET OrpaHrYEHHBIN JHAMa30H CIOBAPHOrO 3amaca, JIeJaeT 4acThle OMMOKH B
BbIOOpE (DOPMBI CITOBA / UMOMBI, MCIIOJIb30BAHUH, TTPAKTHUYECKU HE
MOKa3bIBACT 3HAHUS MPABHII TOCTPOSHHSI IPEITIOKESHUH.

HEYJI0BJIETBOPU -
TEJILHO

TUIIOBAS POJIEBAS/AEJIOBAS UT'PA JJUISA ITPOBEPKU YPOBHS
C®OPMUPOBAHHOCTU KOMIETEHIU

PojieBasi/nenoBasi urpa k pasaeay 1 «TpyaoycrpoiicTBo».

1. Tema (npobrema): cnenuamucTaM IO KaapaMm U3 3apyOeKHOW KOMIIAaHMH HEOOXOIMMO
MOJITOTOBHUTH M TPOBECTH MIPE3CHTAIINIO CBOCH KOMITAHUH Ha PBHIHKE, TPEIOCTABUTH O CAHUE BAKAHCHI
C TOJHBIM TEepeYHeM TPeOOBAHMW, NMPENBbABISIEMBIX K KaHIUAATaM; NPETCHACHTAM Ha BaKaHCHUIO
cienyer BhIOpaTh HanOoJee MpUEeMIIEMYIO Uil HUX BaKaHCHUIO, IPOAHATN3UPOBATh CBOH JIMYHOCTHEIE
KayecTBa M HABBIKH, MOATOTOBHUTH MAaKET HEOOXOAUMBIX JOKYMEHTOB (pe3toMe, CONPOBOAMTEIHLHOE
MUCHMO, 3asBJICHHE) U TOATOTOBUTHCS K cOOECEIOBAHUIO; TOI -MEHEKEPAM - MPUHITh U 00OCHOBATh
penieHre o BIOOpe KaHIu/1aTa.

2. Konyenyus ucpvl: AIMATAlMOHHOE MOJEIMPOBAaHUE MPO(HECCHOHATBHONW CHUTYaIllH, CXOXKEH
110 OCHOBHBIM XapaKTEpUCTHKAM C peajbHONW 00CTaHOBKOM M IOCTPOCHHOW Ha!

a) TPHHIWIE POJEBOTO B3aWMOJCHCTBHSA B COBMECTHOM JEATCIBHOCTH (MMHUTAIHS
MPOM3BOACTBEHHBIX (DYHKIMH CIIEIIMATNCTOB Yepe3 UX UTPOBOE B3aUMOJICHCTBUE) U

0) MpUHITUIIE AUATTOTUIECKOT0 OO0 IIeHH (HEOOXOANMOE YCIOBUE — MIEPESIKUBAHKE U PA3pEIICHIE
poOJIeMHON CUTYaIlnN).

3. Ponu (poneswvie epynnwi).

1. cnenmanMcThl MO KaapaM M3 3apyOeKHOW KOMIIAaHMH, OCHOBBIBArOIIEH CBOW Quinam B
JTAHHOM PETHOHE;

2. IPeTEHICHTHI, )KENAIOIINe YCTPOUTHCS Ha pabOTy B JaHHYIO KOMITAHHIO;

3. ToI-MeHeKEePHI, TPHHUMAIOIINE PELICHUE O TpHeMe Ha padoTy.

4. Oxcuoaemviil pesyrbmanm: MAKET IPUHATHIX PELIEHUH, KOTOPbIE MOT'YT ObITh HCIIOJIb30BaHbI B
nanbHeie npodeccuoHalbHON [EeATENbHOCTH; OIeHKa A(G(GEeKTUBHOCTH MPHUHSATHIX PEIICHUH,
MO3BOJISIIOIIMX ONPENEIUTh YPOBEHb DPAa3BUTHUSI CAMOOIICHKH, a TaKXe CPaBHHUTb €€ C BHEIIHUMHU
OLIEHKaMU; HATJISAHBIN MOKa3 OBIaJCHUS O0Yy4YalOUIMMHCS KOHKpPETHOH (Qopmoii nmpodeccroHaTbHOMI
JIeATeIbHOCTH Yepe3 UCIOJIb30BAHUE CPENICTB HMHOSM3BIYHOTO OOIICHHUS.

Ponesas urpa no pasaeny 2 «TpyaoBoe coriamenue»

1. Tema (npobrema): cnenuamucTaM IO KaJapaMm H3 3apyOeKHOW KOMIAHUHM HEO0OXOIUMO
MOJATOTOBUTH KOHTPAKT O HaiiMe C MOJIHBIM MepedHeM 00s13aHHOCTEH ABYX CTOPOH, M IPOBECTH Oeceny ¢
NPEeTEHACHTOM 00 OCHOBHBIX IOJIOKEHHUSX KOHTPAKTa; TOM-MEHEIKepaM - MPUHATH U 000CHOBATH
peleHne 0 IO CaHUH TPYA0BOI'0 COrJIalieHusl.

2. Konyenyus uepvi: IMUTALIMIOHHOE MOJIEIMPOBaHUE MPO(ECCHOHATLHON CUTYaIlH, CXOXKEH
10 OCHOBHBIM XapaKTEpUCTHKaM C peajbHOI 00CTaHOBKON U MOCTPOEHHON Ha:

a) NpPUHLUIE pOJIEBOTO B3aUMOJEHCTBUS B COBMECTHOM JEATEIBHOCTH (MMHUTALUA
IPOU3BOJCTBEHHBIX (PYHKIIMI CHEIIMATMCTOB Yepe3 UX UI'POBOE B3aUMOJICICTBHE) U

0) MpUHITUIIE IUATTOTUIECKOT0 OO IIeHH (HEOOXOANMMOE YCIOBUE — MIEPSIKUBAHIE U PA3PEIICHIE
npoOJIeMHON CUTYallun).

3. Ponu (poneswvie epynnwi).

1. cenmaaMcThI 1O KaapaM U3 3apyOeKHOM KOMITaHUY;



2. IPETEeHCHTHI, IPOIIEANINE COOECe0BaHNE U 0OTOOP HA BAKAHTHYIO JJOJDKHOCTH B KOMIIAHHHY;

3. TON-MEHEeKEPhI, TPUHUMAIOIINE PELICHHE O MOANUCAHUU KOHTPAKTA.
4. Ooxrcudaemvlii pe3ynbmam: MaKeT IPUHATHIX PEIIEHUH, KOTOPbIE MOTYT OBITh UCIIOJIb30BaHbI B
JanpHei el npodeccnoHalbHON AeATENbHOCTH; OL[eHKa 3()(PEKTUBHOCTU MPUHATHIX PELIECHUI;

HaTJISIIHBIN TIOKa3 OBJIAJCHHS 00 y9aroIIMMHUCS KOHKPETHOH hopMoit TpodeccHoHanbHOM
NEeSITEIbHOCTU Yepe3 HCIOIb30BaHUE CPEICTB MHOSI3BIYHOTO OOIICHHUS

PoJsieBasi urpa no pasaeiy 4 «MexX1yHapogHOe COTPYAHUYECTBO»
Tema 4.1. «IloaroroBka u npoBeaeHue NEPeroBOPoOB»

1. Tema (npobaema): MeHemKepaM U3 3apyOeKHOW KOMIAHUU HEOOXOAMMO MOJATOTOBUTH H
MIPOBECTHU MEPETOBOPHI C MapTHEPAMU CBOEH KOMIIAHWU HA PBIHKE, MPEJOCTAaBUTh OMUCAHUE TOBAPOB C
MOJHBIM TEPEYHEM HX XapaKTepUCTHK; TOM-MEHEKepaM - NpPUHATh M OOOCHOBAaTh pELICHHE O
MOJIOKEHUSIX KOHTPAKTA.

2. Konyenyus uepsi: MMUTAIIMOHHOE MOJIETUPOBaHUE MPO(ECCHOHATBHON CUTYaIllH, CXOXKeH
10 OCHOBHBIM XapaKTEpUCTHKaM C peajbHOI 00CTaHOBKON M IOCTPOEHHON Ha:

a) TMPUHIHUIIE POJEBOrO B3aUMOJEUCTBHS B COBMECTHOM JEATETbHOCTH (MMHUTALIMS
IIPOU3BOACTBEHHBIX (DYHKLUH CIIENMATNCTOB Y€PE3 UX UTPOBOE B3aUMOJEUCTBUE) U

0) MpUHITUIIE AUATIOTUYECKOr0 00 IeHHs (HE0OXOANMOE YCIOBUE — MEPEKUBAHKE U Pa3pellICHHE
npoOJIeMHON CUTYallnn).

3. Ponu (poneswvie epynnwi).

1. MeHemKepsl U3 3apyO0eKHON KOMITAHUH;

2. TapTHEPHI 110 OU3HECY, )KENAI0IINe KYITUTh TOBap;

3. TOn-MeHeKEePbl, IPUHUMAIOIINE PELIEHHE O MOANUCAHUN KOHTPAKTA.

4. Odsicuoaemviil pe3ynrvbmam: MaKeT MPUHATHIX PEIIEHUH, KOTOPhIE MOTYT ObITh HCIOJIB30BAHBI B
JnajdbHEHIIeH MTpoPEeCcCHOHANLHON IeATeIbHOCTH; OIleHKa AS((PEKTUBHOCTH MPUHATHIX PEIICHHH,
MO3BOJISIFOIMX ONPEIEIUTh YPOBEHDb Pa3BUTHUI YMEHHM 00IIaThCS HA MHOCTPAHHOM SI3bIKE; HATJISIHbIN
MOKAa3 OBJNAJEHUSI OOYYAIOMMMUCS KOHKPETHOW (GopMoil MpodecCHOHANBbHON NEsITENbHOCTH Yepes
UCIOJIb30BAaHUE CPENICTB MHOSI3BIYHOT O OOIIEHUSI.

PoseBasi urpa no pasneny 4 « MexayHapoaHoe COTPYAHHYECTBOY.
Tema 4.3. «O0ci1y:kBaHUEe KJINEHTOB)»

1. Tema (npobrema): MeHemKepaM U3 3apyOCKHOM KOMIAHWU HEOOXOJMMO TPOBECTU
MEPEeroBOphl C KJIMEHTaMHU CBOCH KOMITAHMHM MO0 IOBOAY JKalloObl Ha IJI0X0€ OOCIy)XHUBaHUE,
NPEOCTaBUTh MEPHI MO IMPEOAOJCHUIO CIOKHBILICHCS CHTYallMW; TON-MEHEMIKEpaM - MPHHATh U
000CHOBATH peUIeHHE 00 yIydlIeHHH 00CITyKUBaHHSI KIIMEHTOB.

2. Konyenyus uepsi: MMUTAIIHOHHOE MOJIETUPOBaHUE MPO(ECCHOHABHON CUTYAIlH, CXOXKEeH
10 OCHOBHBIM XapaKTEpUCTHKaM C peajbHOI 00CTaHOBKON M IOCTPOEHHOW Ha:

a) TPUHOUIIE POJIEBOTO B3aWMOJCWUCTBUS B COBMECTHOW JCSITENbHOCTH (MMHTALHS
NIPOU3BOJCTBEHHBIX (DYHKIIMI CHEIHATIMCTOB Yepe3 X UTPOBOE B3aUMOICHCTBHE);

0) MpUHITUIIE AUATTOTUYECKOr0 OO0 IeHHs (HE0OXOANMOE YCIOBUE — MEPEKUBAHKE U Pa3pEIICHIE
npoOJieMHON CUTYallnn).

3. Ponu (poneswvie epynnwi).

1. MeHemKepsl U3 3apy0eKHON KOMITAHHH;

2. KJIMEHTHI KOMITAHWU, KOTOPbIE KYITHUIH TOBap;

3. TOI-MeHeDKEPHI, MPHHUMAIONINE PEIICHUE O Mepax M0 YIYUIICHHIO 00CITyKUBaHHSL.

4. Oorcuoaemvlii pe3yibmam. TAKET IPHHITHIX PEIIEHHH, KOTOPbIE MOTYT OBITh HCITOJIb30BaHbI B
JnanbHeie npodecCHOoHaNbHON AEATeNhbHOCTH; OIeHKa AS(()EKTHBHOCTH MPHHSITHIX pEIICHHI,
MO3BOJISIOIIUX OMPEETUTh YPOBEHb Pa3BUTHS YMEHUN OOIIATHCSI HA MHOCTPAHHOM SI3BIKE; HATIISTHBIN
MOKa3 OBIAACHHS O0YyYarolMMHCS KOHKpeTHOW (opMoit mpodeccHoHaabHON AeSTeNbHOCTH Yepes
UCIIOJIb30BAaHUE CPEACTB HHOS3BIYHOTO OOIICHHSI.

2.4 PexoMeHJIallMM 10 OIIEHUBAHUIO BONPOCOB /IJIsl COOeceI0BaHHUsI IO TUCHHILIHHE
«MHOCTPaHHbIN A3bIK NPodeCcCMOHaNbHON HanpPaBNEHHOCTUY.



[Tpu ucnonbp3oBaHUU OlLEHOYHOTO cpeacTtBa «CobecemoBaHUe» MPECHENyIOTCS CIEAYIOIe Ielu
oOy4deHus:

(MoHoJioruyeckas peub)

-OOopMHUpPOBAHUE HABBIKOB M Pa3BUTUE YMEHHU HMCHOJIb30BAHUS BCEX BUIOB MOHOJOTMYECKOW peuu
(omcaHue, TOBECTBOBAHUE, PACCYXKACHHE, O0BSICHEHNE) B Pa3HBIX KOMOWHAILIUAX U IPOIOPIUIX.
-Pa3BuTie yMeHMI MyONMYHBIX BBICTYIUICHUH Ha aHTIUHCKOM SI3BIKE MO OOIIEIKOHOMUYECKOM, a TaKkKe
CIeMaIbHOW TEMATUKE, ONPEAEIIEMON TPOrPaMMOn Kypca.

-Pa3zBute yMeHud TOBOpPEHHS 1O  OOIIECTBEHHO-TIOJIMTUYECKOM W COIMAIbHO-KYJIbTYPHOU
TEMAaTHKE C UCMOJIb30BAHUEM JEMOHCTPAIIMOHHBIX MAaTEPHAIIOB.

(Inanoruuyeckas pe4b)

-PazButne ymeHus BeOeHUS ApPryMEHTHUPOBAHHOW JUCKYCCHM II0 TeMaM, NPelyCMOTPEHHBIM
MporpaMMoi Kypca, B paMKax MPUHSITOTO pEYEBOr0 3THKETA.

-CoBepIIICHCTBOBAHNUE YMEHUS BEIACHHS IBYCTOPOHHEH M MHOTOCTOPOHHEW IeNOBON Oecelbl W/viu
[IEPErOBOPOB C IPUMEHEHUEM apryMEHTAllUH B paMKaX IPUHATOrO pe4eBOro ITUKETA.

MaxkcumainsHoe Kpurepuun
KOJIMYECTBO OAJIOB

OTJIIMYHO BrictaBnsiercs  oOydaromiemycs, €cClid  OH:

JEeMOHCTPUPYET IIMPOKUH CIOBapHBIA 3amac, 3(QQEeKTUBHBIA BBHIOOP U
WCIIOJIb30BAaHWE  cloBa /  WAMOMBI, BiaJicHHMe  (OPMOH  CJioBa,
COOTBETCTBYIOIIMI PErHCTP; HCIOJIB3YEeT CIIOKHBIE T'PAMMATHYCCKHE
KOHCTPYKIIUH;

-3(hPpeKTUBHO B3aMMOAEUCTBYET C IK3aMEHATOPOM H/UJIU MTAPTHEPOM;

-JTaeT TOYHBIE NCUYEPITHIBAIOIINE OTBETHI Ha BCE BOMPOCHI,

-yMEIO CIIPaBJSIETCSI C HEMPEACKa3yeMbIMU CHTYAIUSIMU;

- IPOSIBIISIET MHUIIMATUBY; 0OOCHOBBIBAET CBOKO MBICIIB;

- OCYIIECTBIISCT CBSI3HBIC MOHOJIOTUYECKHE BHICKA3bIBAHHSI,

pacKpbIBa€T TEMY MOJHOCTHIO M HAJISKAIIAM 00pa3oM, MPUBOIHT
pUMepHI U HaKThI;

-mo0oe KojebaHue B pedH CBSI3aHO C COJEpKAHUEM, a HE C IIOMCKOM CIIOB
WJIH TPAMMATHKH.

XOPOILIO BrictaBnsiercss  oOyuaromiemycs, €ClId  OH:

crocoOeH BecTH Oeceny MO MPEeIOKEHHON TeMaTuKe (IuajJoru4eckoe u/im
MOHOJIOTHYECKOE BBICKAa3bIBAHIE) B HOPMAIBHOM TEMIIE;

MMeeT 10CTAaTOYHBIN JUana3oH CJIOBAPHOIO 3araca, JAeflaeT HeCyIeCTBEHHbBIE
omuOKH B BbIOOpe (OPMBI CIIOBA/UIUOMBI, HMMEET HE3HAUUTEIbHBIC
po0JieMbl B BRIOOpPE CIIOXKHBIX KOHCTPYKIIMIA, AeaeT HECKOJIBbKO OIIMOOK B
BbIOOpE BpEMEHM, 4YHUCla, Mopsaka cioB / (QYHKOUH, apTUKIEH,
MECTOMMEHUH, MPEAJIOTOB, TOMYyCKaeT HEOOJBIIOE KOJINYECTBO OMMOOK B
opdorpadun, MyHKTyalluu, KamUTAIA3AIUH;

-B OCHOBHOM BBICKa3bIBAHHE OTBEUAET 33/IaHUIO;

-00y4Jaromuiics MOHUMAaeT SK3aMEeHATOpa U MapTHepa W JIaeT MPaBHIbHBIE
OTBETHI Ha OOJIBIIIMHCTBO BOIIPOCOB;

-B I1€JIOM YMEET CIIPABIISITHCS C HEMIPEICKa3yeMbIMH CUTYaIIUSIMU;

- TaeT PacIpOCTPAHCHHBIC OTBETHI U MPOSBIISCT HHULUATHBY;

- IPOSIBIISIET MUHUMAIIbHBIEC KOJIEOAHUSI B PEUH.

yIIOBJIETBOPUTENBHO | BrIcTaBisercs oOydaromiemycs, €clid OH:

-MIOHUMAET YK3aMEHATOpa U MMAPTHEPA U JAET MPaBUIIbHBIE OTBETHI;
-BBITIOJIHSIET TMPOCThIC 3aJla4yd, HO HCIHBITHIBAET 3aTPYJHEHUS C
Oonee




CIIO)KHBIMH 33J1a4aM¥, HEIOCTATOYHO IUPOKO PA3BUBACT CBOKO MBICIIb;
-[IOKa3bIBACT OIPAHUYCHHBIN JMANa30H CIOBApHOro 3araca, JelaeT Y4acThie
OIMOKK B BBIOOpE (POPMBI CJIOBA / WIMOMBI, MCIOJIb30BAaHUH, 3HAYCHUSX,
MUMEET Cepbhe3HbIC MPOOIIEMBI C IIPOCTHIMHU / CIIOKHBIMHU KOHCTPYKIIHSIMH,
-IIPOSIBIISIET YacThIe KOJeOaHus, IIPOU3HOIICHHIE 3aTPYAHSET OOIICHUE;

- TEMIT PEYH 3aMeJIJICH.

HEY/IOBJICTBOPUTEIBHO | BeicTaBisercss oOydaronmieMycsi, eclii OH:

-He CII0co0€H BBICKA3bIBaThCS B YCTHOU (opMe;

- He MOXKET PACKPBITh COAEPKAHME 3a/IaHusI, HE TIOHUMAET COOCCETHUKA;
MMeEeT OrpaHUYCHHBIN TUaNla30H CJIOBAPHOIO 3a11aca, JIeNaeT YacThIe OIUOKH
B BBIOOpPEe (OpPMBI ClIOBA / WMIUOMBI, HCIOJIb30BAHWM, MPAKTUUYCCKH HE
MOKa3bIBACT 3HAHUS TTPABUII TOCTPOCHUS MPETOKCHHH.

THUITOBBIE BOITPOCHI 1JI1 COBECEJOBAHUA JJIS TPOBEPKH YPOBHA
C®OPMHUPOBAHHOCTH KOMIIETEHIIUM

Paznen 1. TpynoycrpoiicTBo
Tema 1.1. MoprotoBka nAnuyHoro aocbe. Mpasuna cocraBneHna U opopmaeHus AenoBou
KoppecnoHaeHuuu. Mpasuna enoBoit KOMMYHUKaALUN.

1. What documents do you have to prepare before starting a job-hunting process?

2. How can social nets be used for looking for a job?

3. What problems should a person solve to be prepared for a new job?

Tema 1.2. Buabl pe3ioMe U TeXHMKA HANIMCAHUS pe3lOMe M CONPOBOAMTEIBLHOI0 NUCHMA
1. What is meant by “Structuring your resume or CV?

2. What information should be included in a letter of application?

Pa3nen 2. TpynoBoe coriamenue
Tema 2.1. MoarotoBKa K UHTEPBbIO U NPOXOXKAEHUE UHTEPBbIO.

1.What a candidate should know while preparing for an interview?
2.How would you describe yourself as a person?

3. What type of position are you looking for?

4. What makes a good employee?

5. What are the main rules of an interview?

6. Which questions are more difficult to answer?

7. What are the killer questions?

Tema 2.2. CocTaBiieHHe KOHTPaKTa

1. What sort of risks do businesses face in HRM?

2. What sort of things do companies need to insure against in HRM?

3. What nationalities are better at building relationships than others at work?

4. What makes employees successful and happy?

5. What do you find satisfying and frustrating about your last interview?

6. What makes employees successful and happy?

7. What do you find satisfying and frustrating about your employment contract?
Pa3nen 3. AcnieKThl yipaBJiaeHUust

Tema 3.1. Ctunn meHepgkmeHTa. MNocTtpoeHne KOMmaHAbl

1. What is the role of a manager?



2. Which management style (s) would you like to experience | have you experienced?

3. How would you describe your own management style? If you are not a manager,

4. What do you think your management style would be?

Tema 3.2. YnpasiieHue puckamu

1.What sort of risks do businesses face (for example: financial risks, environmental risks)?
2. The types and levels of risks

Tema 3.3. Kpuszuc MeHeT:KMEHT.

1.What sort of crises do business managers have to face?

2.How is a business crisis different from a business problem?

3.More and more brands are going live now. Is this the time to try new digital and social media
strategies?

4. Are there any specific models or frameworks for event crisis management? Which can be used to find
strategies for survival and way forward of the event industry during and post disaster periods of covid
19?

Paznen 4. MexnyHapoaHoe COTPYAHHYECTBO
Tema 4.1 lenoBblie neperosopsl. IIpesentannn
1.What are business negotiations?

2.Why is negotiation important in a business?
3.What is business context negotiation?

4.What are some examples of negotiation?

Tema 4.2 CocTaBiieHHe KOHTPAKTOB

1. Types of agreements.

2.Language of the contract

3.What is a contract and its type?

4.What are the differences between the types of contracts and forms of contracts?
Tema 4.3 O6cay:kuBaHne KJI1HEHTOB

1.When was the last time you telephoned a company call center? Why did you call — to solve the
problem, make an enquiry, for another reason?
2.What was the result of the phone call? Were you happy with the service?

3. What steps should the customer service assistants follow when they answer the call?
4.What kind of complaints would you expect the following types of business to receive: an airline,

an advertising agency, a bank, a mobile phone company, a computer manufacturer?

5. How important to a company's success is customer care?

6. Why is customer service important to the success of your business?

7. Customer service can make or break your reputation.

2.5 PexoMeHaaMU 110 OLIEHHBAHU IO AUCKYCCHUOHHBIX TEM

OC «/luckyccusi» TMO3BOJSIET BKIIOYATh OOYYAIONMIUXCS B MpOLECcC OOCYXKIACHUS
CIIOPHOT'O BOIpOCA, NMPUBHBATh HABBIKM BEACHHUS Oecelpl HAa AHTIUMHCKOM S3bIKE, MyOIUYHBIX
BBICTYIUICHUH Ha TEMBI, OTHOCAIIUECS K MPO(ECCHOHAIBHBIM U COLUATBHBIM cdepaM OOIICHUS;
chopMUpOBaTE YMEHHUSI OIMEPUPOBATH B XOJE AMCKYCCHH OOMIMPHBIM JIEKCHKO-TPAMMAaTHYECKUM
arnmnapaTroM, BECTH HE TOJIBKO JHAJIOr, HO W IOJIMJIOT, BBICKA3bIBaTh CBOK TOYKY 3PEHHUS C yUYETOM

COLMOKYJIBTYPHOI'O KOMITIOHCHTA U TPUHATOI0 pEYCBOTI0 3TUKETA.



MakcumaiibHOE
KOJIMYECTBO 0AJIJIOB

Kpurepun

OTJIMYHO

OOyuaromuiics:

-crioco0eH BecTu Oeceny o IpeIoKEeHHON TeMaTHKe (IMajJoru4eckoe 1
MOHOJIOTHYECKOE BBICKa3bIBaHUS) B HOPMAJILHOM TEMIIE;

- IEMOHCTPUPYET MIUPOKHH CI0BapHBIN 3anac, 3 GpeKTUBHBIN BBIOOD U
WCIONh30BAaHUE CIIOBA / UUOMBI, BllajieHne (hOpMOii clloBa,
COOTBETCTBYIOUIUN PErUCTP; HCIOJIB3YET CIOKHBIE IPaMMaTUYECKHE
KOHCTPYKIIUY;

-3(hpeKTUBHO B3aMMOICHCTBYET C IK3aMEHATOPOM H/HITH MTapTHEPOM;
-JIa€T TOYHBIE UCYEPITBIBAIOIINE OTBETHI Ha BCE BOMPOCHI;

-YMEIO CIPaBIsIeTCsl C HEMPEeACKa3yeMbIMU CUTYaIUsIMU;

- IPOSIBJISIET MHUIIMATUBY; 00OCHOBBIBAET CBOIO MBICIIb;

- OCYILIECTBIISICT CBS3HBIE MOHOJIIOTHYECKUE BHICKA3bIBAHUS;

PAaCKpBIBAET TEMY IMOJIHOCTHIO M HAJISKAMM 00pa3oM, TIPUBOIUT
pUMepsl U GaKThl;

-mo6oe KonebaHue B peu CBSA3aHO C COJIepIKaHUEM, a He C TOMCKOM CJIOB
WA TPAMMAaTHKH.

XOpOIIO

OOyuaromuiics:

CocOoOeH BeCTH 0ecey Mo MPEI0KEHHON TeMAaTUKe (TUaJIOTHIECKOe
1/ MOHOJIOTMYECKOE BBICKa3bIBAHUE) B HOPMAJIbHOM TEMIIE;

- IMEeT J0CTaTOYHBIN AMANa30H CIOBAPHOIO 3araca, JeaeT
HECYII[ECTBEHHbIE OLIMOKH B BIOOpE (POPMBI CII0BA/UINOMBI, UMEET
HEe3HAYHUTEIbHBIEC TPOOJIEMBI B BHIOOPE CIIOKHBIX KOHCTPYKILIUU, ATaeT
HECKOJIbKO OIIMOOK B BIOOPE BPEMEHH, YUCIIa, TTOpsIIKa CJIOB / (DYHKIIUH,
apTHKJIEH, MeCTOMMEHHUH, IPEJIOT0B, JIO0MYCKAaeT HeOOIbIIOE KOJIMYECTBO
omMOoK B opdorpaduu, MyHKTyalllu, KaluTalu3alny;

-B OCHOBHOM BBICKa3bIBAHHE OTBEUYAET 33/1aHUIO;

-00y4aromuiics MTOHMMAET 3K3aMeHaTopa U MapTHEpa U JaeT MpaBUIIbHbIE
OTBETHI Ha OOJBIIMHCTBO BOIIPOCOB;

-B II€JIOM YMEET CIPABIISITHCS C HETIPEICKAa3yeMbIMH CUTYallUsIMHU;

- Ia€T pacrpoCTpaHEHHBIE OTBETHI U MPOSIBIIIET UHUIIUATUBY;

- IPOSIBIISIET MUHUMaJIbHbIE KONIEOaHUSI B PEUH.

YAOBJICTBOPHUTCIILHO

OOyuaronuiics:

-IOHUMAEeT YK3aMeHATOpa U MapTHEPa U JaeT MpaBUJIbHbIE OTBETHI;
-BBIMIOJIHSAET MPOCThIE 3a/layd, HO HCIBITHIBACT 3aTpyAHEHHs c Ooee
CIIO)KHBIMHM 33/1a4aMH, HEJOCTATOYHO IIMPOKO Pa3BUBAET CBOIO MBICIb;
-[IOKa3bIBa€T OTPAaHMYEHHBIN JHANa30H CIOBAPHOrO 3amaca, JejaeT 4acThble
OomMOKN B BBIOOpPE (POPMBI CJIOBA / MAMOMBI, UCIOIb30BAHUH, 3HAUCHHSIX,
HMMEET Cepbe3HbIE MPOOIEMBI C TPOCTHIMU / CIIOKHBIMH KOHCTPYKIIHSIMH,
-IIPOSIBIISIET YaCThIe KOJIeOAHUs, TPOU3HOIICHNUE 3aTPYAHIET OOIICHUE;

- TEMII pEYH 3aME]|JIEH.

HEYO0BJIETBOPUTEIBHO

OOyuarouuiics:

-HE CIIO0COOEH BBICKA3bIBAaTLCS B YCTHOM (hopme;

- HE MOXKET PACKPBITh COACP)KAHME 3a/laHNUsl, HE IOHUMAET COOECETHUKA;
MMeeT OrpaHUYeHHBIN TUana3oH CJIOBApPHOIO 3araca, JAejaeT 4YacThle OIUOKHY
B BbIOOpEe (OpMBI COBa / WIUOMBI, MCIOJIB30BAHUU, TNPAKTUUYECKH HE
MIOKA3bIBACT 3HAHUS MTPABIII TOCTPOCHUS PEATI0KCHHUM.

MPUMEPHBIE TEMBbI JJI51 JTMCKYCCHUH JIJIsI TIPOBEPKU YPOBHSI

COOPMUPOBAHHOCTHU KOMIIETEHIIUN

Pazgea 1. TpyaoycTpoiicTBo
Tema 1.1. IloaroroBka JauuyHoro aocwme. IlpaBuiaa cocraBieHuss u odgopMieHHs 1eJ10BOI
KoppecnoHaeHumu. [IpaBuia ne10B0ii KOMMYHUKALMH.



What documents do you have to prepare before starting a job-hunting process?
How can social nets be used for looking for a job?

What problems should a person solve to be prepared for a new job?

How to select the right person for the job.

5. The role of digital technology in modern life.

LN E

Tema 1.2. Buabl pe3dloMe U TEXHHKA HANMCAHUS Pe3l0Me M CONPOBOIMTEILHOI0 MHUCHhMA
1. What is meant by “Structuring your resume or CV?
2. What information should be included in a letter of application?

Paznen 2. TpyaoBoe coriameHue.
Tema 2.1. HO):[FOTOBKa K UHTE€PBbBIO U IMTPOXO0KACHUEC UHTEPBLIO.
1. What a candidate should know while preparing for an interview?
2. How would you describe yourself as a person?
3. What type of position are you looking for?
4. Why will the role of creative thinkers become more important in the near future?
5. How might the use of technology reduce people's creative abilities?
6. Who should be held responsible for the training of the employees to cope with the “unpredictable”
future — businesses or universities?
Tema 2.2. CocTaBjieHHe KOHTPAKTA.
1. In some countries the average worker is obliged to retire at the age of 50, while in others people can
work until they are 65 or 70. Until what age do you think people should be encouraged to remain in
paid employment? Give reasons for your answer.
2. Nowadays many jobs are more stressful and the working day is longer. What are the reasons for this?
What can employers do to help employees.
3. Some people think that only staff who worked in a company for a long time should be promoted to a
higher position. What’s your opinion?
4. Unemployment is one of the most serious problems facing developed nations today. What are the
advantages and/or disadvantages of reducing the working week to thirty five hours?
Paznen 3. AcniekThl ynpaBJieHUs
Tema 3.1. Ctuan menemxkmenTa. [locTpoenue KoMaHabI
1. What is the role of a manager?
Which management style (s) would you like to experience I have you experienced?
How would you describe your own management style? If you are not a manager,
What do you think your management style would be?
The importance of training and development of the personnel
What management style is best?
7. How do you motivate your team?

Tema 3.2. YnpaBieHue puckamMu

© ok owh

1. What sort of risks do businesses face (for example: financial risks, environmental risks)?
2. The types and levels of risks

Tema 3.3. Kpusuc MeHeqxkMeHT.
1. What sort of crises do business managers have to face?

2. How is a business crisis different from a business problem?



More and more brands are going live now. Is this the time to try new digital and social media
strategies?
Are there any specific models or frameworks for event crisis management? Which can be used to find
strategies for survival and way forward of the event industry during and post disaster periods of covid
19?

Pa3znen 4. MexxnynapoaHoe corpyanunyectno. Tema

4.1 IenoBblie neperoBopsl. [lpesentanun

1. What are business negotiations?
2. Why is negotiation important in a business?
3. What is business context negotiation?
4. What are some examples of negotiation?
Tema 4.2 CocTaBjieHHe KOHTPAKTOB
1. Language of the contract.
2. What is a contract and its type?
3. What are the differences between the types of contracts and forms of contracts?

Tema 4.3 O6caykuBaHue KJIHEHTOB
When was the last time you telephoned a company call center? Why did you call — to solve the problem,
make an enquiry, for another reason?
2. What was the result of the phone call? Were you happy with the service?
3. What steps should the customer service assistants follow when they answer the call?
What kind of complaints would you expect the following types of business to receive: an airline, an
advertising agency, a bank, a mobile phone company, a computer manufacturer?

5. How important to a company's success is customer care?
6. Why is customer service important to the success of your business?
7. Customer service can make or break your reputation.

2.6. PexoMeHaaL MM 10 OLICHUBAHUIO ICCE

MakcumaipHoe Kpurepun
KOJIMYECTBO OaJIJIOB

OTJIIMYHO OOyuaromuiics crmocoOeH JenaTh NUCbMEHHBbIE  BBICKA3bIBaHUS  HA
NpeAIOKEHHYI0 — TeMmaTuky.  llucbMeHHoe  BBICKa3blBaHHE  XOPOILIO
OpPraHMW30BaHO, JIOTUYECKH TIOCIEAOBATEIbHO, HACH YETKO H3JO0KEHBI; -
OOyuaromuiics 1eMOHCTPUPYET IIMPOKUN CIOBapHbIM 3amac, 3¢ (eKTuBHbIN
BHIOOD W HCIIONB30BAaHHWE CJlIOBa / WIMOMBI, BiajcHHE (OpMOU CIOBa,
COOTBETCTBYIOIIUN  PETHUCTP, HCHOIB3YeT CIOKHBIE TpPaMMaTHYCCKHE
KOHCTPYKIIMU; WUMEET OPUTHHAIBHBIA W HM300peTaTeNbHbI MOAXON K TEeMe.
OOyuaromuiicss npuaepKuBaercs opdorpaduyecKkux, IpaMMaTHYCCKUX H
CTUJIUCTHYECKUX TPABUI MUCHMEHHOTO BBICKA3BIBAHUS. U IMPEJIOKCHHBIN]
00beM. OOyyaromuics UMEET OPUTHMHAIBHBIN B U300peTaTeNbHBIN MOAX0/1 K
TEME W, BO3MOXKHO, MpEIjIaraeT HEKOTOpPbIe COOCTBEHHBIC WJICH, JIaHHBIC,
WHTEPIPETALUN WU TPEIJIOKCHUS STOU TEMeE.

Xopomio O6y‘l€ll-0H.[HﬁC§I HHAWBUAYAJIBHO WJIM OPUTHUHAJIBHO OTHOCHUTCA K TCMC U
Mpeajara€t HCKOTOPBIC M3 TBOPUYCCKUX I/I)ICﬁ. - HNMCECT )IOCTaTOIIHI)Iﬁ




Maras3oH CJIOBAPHOTO 3armaca, JelaeT HECYIIECTBEHHbIC OMMOKH B BBIOOpE
dbopMBI  CIIOBA/MAMOMBI, HWMEET HE3HAYUTENIbHbIE MPOOJIIEMBI B BBIOOpPE
CIIOKHBIX KOHCTPYKIMH, JeNaeT HECKOJbKO OIMOOK B BHIOOpE BpEMEHH,
quClia, TOpsaKa cloB / (PYHKIUMH, apTHKJICH, MECTOMMEHHH, IMPEJIOroB,
JOITyCcKaeT HeOOJIbIIOE KOJIUYECTBO OIMIMOOK B opdorpaduu, MyHKTyallUH,
KaIryuTaJIu3aluHm.

OOyuaromuiics He  MOJHOCTbIO  pacKpblBaeT TEMy  HUCbMEHHOI'O
yIOBJICTBOPUTEIBHO  [BBICKA3bIBaHUS, OO0BEM BBICKA3bIBAaHHWA HE OTBEYAaeT TpeOOBaHUSM.
OOyuaronmiicss TMOKa3bIBaeT OI'PaHWYEHHBIA JMANa30H CIOBAPHOIO 3araca,
7ieflaeT yacThle OMMOKH B BEIOOpE (OPMBI CIIOBA / HIMOMBI; HIMEET CEPbE3HbIC
pO0JIEMBI C TPOCTHIMU KOHCTPYKIUSAMH.

HEYJOBJIETBOpUTENIbHO |OOydaromuiics HMEeT 3HAauyuTelNbHOE KOJIUYECTBO Op¢orpapuueckux,
IrpaMMaTHYECKUX U JIEKCHUECKHX OLIMOOK, He CIOCOOEH JenaTh MMCbMEHHbIE
BBICKA3bIBaHMsI, KOTOpbIE Jeal0T HEBO3MOXKHBIM IIOHMMAaHUE BhICKa3bIBAHMUS.

NPUMEPHBIE TEMbI OCCE JIsA IPOBEPKHU YPOBHS COOPMUPOBAHHOCTHU
KOMIIETEHIIMA
1. Features of the specialty "State and municipal administration."”

Socio-psychological profile of a specialist in the field of state and municipal government.
Features of public administration and its difference from other types of governance

The system of local government.

State and municipal service.

Relations among groups in the organization.

Relations among groups in the organization.

Conflicts and settlement of them in the organization.
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The process of improving state and municipal government

[N
o

. Personnel policy in the field of public service.

[EEN
[EEN

. Personnel policy in the field of municipal service.

[EEN
N

. Importance of personal ethics.

[N
w

. Crisis management: main issues.

14. Risk management : how to avoid business risks.

Odopmiienue 3a1anus s pa3BUTHS HABHIKOB KPEeaTHBHOIO MUCHLMa (3cce)

9CCE
10 AU CIUTUIMHE KAHeAUUCKULL A3bIK NPOGeCCUOHANbHOU HANPABIEHHOCMUY

Write an essay (about 250 words).

ALL COLLEGE COURSES SHOULD BE SPECIFICALLY RELATED TO ONE’S FUTURE
OCCUPATION.



To what extent do you agree or disagree with this statement? Be sure to support your view with specific
examples and logical arguments.

REMEMBER:

Choose 2 or 3 reasons why you believe this idea to be true, or why it’s important.

Begin your essay with a familiar example that illustrates your idea. You only have 180 words, so you need
to pick something you won’t have to spend much time describing to the reader.

2.7. PexoMeHIallUH 110 OLlEHNBAHUIO 3HAHMII OCHOBHBIX HOPM H NMPABUJ COCTABJIEHHUS U 0()OPMIIEHUS
J1eJI0BOM KOPPeCHOHIeHIIUN

MakcuMajibHOE
KOJINYECTBO 0AJLIIOB Kpurepun
1 2
BricTaBisieTcs 00y4aromeMycs, €CJIM OH/OHa B IMOJTHOM 00beMe
OTJINYHO NIEMOHCTPUPYET YMEHUS U HAaBBIKH, HEOOXOIUMBIE JJIsI ISTIOBOM

KOMMYHUKAIIUH; JEMOHCTPUPYET OTUETIIMBOE U CBOOOHOE BJIaJICHUE
OCHOBHOW TEPMUHOJIOTHEN MPU MEPENUCKE B KOMMEPUECKOl, 0aHKOBCKOH,
TPaHCIIOPTHOM, CTPaXOBOH U Ipyrux chepax; yMEHHs BECTH JEIOBYIO
Oecenly U/niM IeperoBopbl Ha AHTJIMHCKOM S3bIKE, MOXKET apryMEHTHPOBAHO
OTCTauBaTh CBOIO MO3ULIUIO.

BricTaBisieTcs 00yJaronemMycs, eciu 00ydaronuiicss 1TeMOHCTPUPYET
YMEHUS U HaBBIKW, HEOOXOIUMBIE IS IEJTOBOM KOMMyHHUKAIIUH;

XOpOILIO TIEMOHCTPUPYET OTYETIIMBOE U CBOOOIHOE BJIaJICHHE OCHOBHOM
TEPMHUHOJIOTHEH TIPH MTEPENuCcKe B KOMMEPUYECKOH, 0aHKOBCKOH,
TPaHCIIOPTHOM, CTPaXOBOU U APYTHX chepax; yMEHHUs BECTHU JIETIOBYIO Oecemy
W/WITH TIEPErOBOPHI HA aHTJIMHCKOM SI3bIKE, CIOCO0EH

ApPryMEHTHPOBAHO OTCTaUBaTh CBOIO IMO3MUIMIO. B 11€e710M H3l0KeHne oTBera
JIOTUYECKU KOPPEKTHOE, HO HE BCErJa TOUHOE U

ApryMEHTHUPOBAHHOE.

YIOBJIETBOPUTEIHHO
BroicTaBnsgercs  oOydarolmieMmycsi, €clid  ero OTBeT JIEMOHCTPUPYET
(dparMeHTapHbIe, MOBEPXHOCTHBIE 3HAHUS BAXKHEHIIMX HOPM M MPaBHII
IeTOBOM KOPPECTOHACHIIMU, UCHBITHIBAET 3aTPYJHEHHs] C BHIOOPOM CIOB,
neNnaeT 4acThlie OMMOKH B BEIOOpE (POPMBI clIOBa / UAMOMBI, UMEET CEPhE3HbBIE
MpPOOJIEMBI C TPOCTHIMH / CJIOKHBIMU KOHCTPYKIIHSIMU,

BricTaBisiercs o0yyaroniemMmycs, €ciii OH OOHapyKUBaeT He3HAaHUE OTBETA Ha
COOTBETCTBYIOIEE 3aAHUE;

- MMEET OrpaHMYEHHBIH [Mana3oH CJIOBApHOIO 3amaca, JelaeT YacTble
HEY/I0BJICTBOPUTEIBHO |OIIMOKH B BBIOOpE (POPMBI CIIOBa / WIMOMBI, MIPAKTHYECKH HE MOKA3bIBAET|
3HAHMSI PaBUJI IOCTPOEHUS PEATIOKEHUH, 1eNIaeT CIUIIKOM MHOTO OIIMOOK|




TUITIOBBIE 3AI[AHI€$[ JJIA ITPOBEPKHU YPOBHS COOPMHUPOBAHHOCTU
KOMIIETEHIINMH (nes10Basi KOppeCIOHACHIMS)
. Make up a set of documents necessary for employment.
. Edit the provision / contract of employment, make the necessary amendments.
. Write an offer for the sale of goods / services of your company.
. Give the newspaper (magazine) an advertisement on your products / services
. Write a newspaper article suggesting improvements to existing services in your city
. Write an inquiry to a company that has the product you are interested in.
. Place an order for a large lot of goods and discuss a possible discount off the price.

. Write an order confirmation.
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. Write a letter of rejection of the order and justify it.
10. Write a complaint for defective goods that you received in accordance with the contract No.

11.  Write an addendum to the contract No. ... on the change in the price per unit of goods due to an
increase in the price of transportation costs.

12. Write an addendum to the contract No. .... on changing the delivery time of the goods.

2.8 PekomMeH1ali1 M0 OLEHUBAHMIO Pe3YJIbTATOB KOHTPOJIsI 3HAHUI 00yUYalOIIMXCS 10 pa3aeny
Kpurepuu oneHuBaHUsI KOHTPOJIBHBIX 3a1aHUM

YpoBeHb BBINTOIHEHUS 3aJ]aHUl OL[EeHUBAETCsl B OaiiaxX, KOTOpbIE 3aTeM MEPEBOSTCS B OLEHKY I10 IIKaJe
COOTBETCTBHSI.
OneHka COOTBETCTBYET CIEAYIOIIEH IIKaJe:

baJuibl %% MpaBUIBHBIX OTBETOB
S OTJIMYHO 90-100

4 xopomio 75-89

3-2 YIOBJIETBOPUTETHHO 60-74

0-1 HEYOBIIETBOPUTEITHHO MeHee 60

KOMILJIEKT OHEHOYHBIX CPEJCTB JJIsSI MIPOMEXYTOYHOM ATTECTAIIMA
MeToanyeckne MaTepuaibl, ONpeaesiiolue Mpoueaypy OueHNBaHUs 3HAHUI, yMeHU i, HABBIKOB H
(nJm) oNbITA AEeSITEJILHOCTH B X0/1€ IPOMEKYTOYHOMH aTTecTauuu.

[Tpomexxyrounas arrecranusi no aucuurmmae b1.0. OIIOIT «MHocTpaHHBIA S3bIK MPOdECCHOHAIBLHOM
HaIMpaBJICHHOCTH» MPOXOAUT B (opMe 3adera. 3a4eT MPOBOAUTCS HA TOCJIECHAHEHW Heneslne HM3y4deHUs

AUCHUILIIMHBI B CEMECTPC. I[OHYCKOM K 3a4€TYy SBJIACTCA UTOIOBOC TCCTUPOBAHUC.

KOMILJIEKT OHEHOYHBIX CPEJACTB JIJISI IPOMEXYTOUYHOM ATTECTALIUU (3AYET)



Neni/nt

Coaep:xaHue OLIECHOYHOI0 CpeICTBa
(6onpocul k 3auemy)

MNHaeKc oneHuBaeMOd KOMIIETEeHIINH

HJIH €€ IJICMCHTOB

Tema 1.1. I[ToaroroBka au4HOro Aocke. [IpaBuia coctaBiieHus U 0pOpMIICHUS JAEITOBOM
koppecnonaeHIu. [IpaBuia 1e10BOM KOMMYHUKAIIMH

1. 1. For what reasons might you change jobs? YK-4.2 (3-1,2,3; V-1,2,3,4;B-1,2)
How often do you expect to do so in your YK -4.3(3-1,2,3; V-1,2,3,4; B-1,2)
lifetime?

Is changing jobs often a sign of success in your
culture? Give your arguments pro and cons.

Tema 1.2 Buzpl pe3toMe U TEXHHKA HAMCAHUS PE3IOME U COPOBOIUTEIBHOIO TMChMA

2. .What documents do you have to prepare before  [YK-4.2 (3-1,2,3; VY-1,2,3,4;B-1,2)
starting a job-hunting process?

.What is the difference between a resume and a
CVv?
3.Write a full pack of documents.
3. KonTtpoins 3HaHui 1o pazmeny Nel YK -4.3(3-1,2,3; V-1,2,3,4; B-1,2)

Tewma 2.1. [ToAroToBKa K HHTEPBBIO U MPOXOXKIECHUE HHTEPBBIO

4.

What recommendations can you give to those
who are going to do the interview?

2. What are the FAQ during an interview?
What are the main clauses of a contract of
employment?

Write a contract clause “Responsibilities of the
Parties”.

VK-4.2 (3-1,2,3; Y-1,2,3,4; B-1,2)
VK -4.3 (3-1,2,3; V-1,2,3,4; B-1,2)

Tema 2.2. CocrtaBiieHHE KOHTpaKTa

S.

Recently some people can work from home using
modern technology. Some think this only
benefits the workers, but not the employers. To
what extent do you agree or disagree?
Nowadays, some employers think the academic
qualities are more important than the life
experiences and personal qualities when they
choose the employees. Why is it the case? Is this
a negative or positive development?

Does foreign labor force benefit the host country
or not?

VK-4.2 (3-1,2,3; Y-1,2,3,4; B-12)

6.

KoHnTpoiub 3HaHu# 110 pasgeiy Ne2

VK -4.3 (3-1,2,3; Y-1,2,3,4; B-12)

Tema 3.1. Ctanmn meremxMenTa. [locTpoeHrne KoMaH bl

7.

1. What is the role of a manager?

Which management style (s) would you like to
experience | have you experienced?

How would you describe your own

management style? If you are not a manager,
What do you think your management style would
be?

The importance of training and

development of the personnel

6. What management style is best?
7. How do you motivate your team?
8. What makes a good team quotes?

VK-4.2 (3-1,2,3; Y-123,4;B-1,2)
VK -4.3 (3-1,2,3; Y-1,2,3,4; B-1,2)

Tema 3.2 Ynpasienue puckamu

8.

| 1. What sort of risks do businesses face (for

VK-4.2 (3-1,2,3; V-1,2,3,4;B-12)




example: financial risks, environmental risks)? VK -4.3(3-1,2,3; V-1,2,3,4;B-1,2)

2. The types and levels of risks
Tewma 3.3. Kpusuc-meHemKkMeHT
0. 1. What sort of crises do business YK-4.2 (3-1,2,3; V-1,2,3,4;B-1,2)
managers have to face? VK -4.3(3-1,2,3; V-1,2,3,4;,B-1,2)
2. How is a business crisis different from a

business problem?
More and more brands are going live now. Is
this the time to try new digital and social media
strat-egies?
Are there any specific models or frameworks for
event crisis management? Which can be used to
find strategies for survival and way forward of
the event industry during and post disaster
periods of covid 19?

10. KouTpoinb 3HaHM# 1o pa3aeny Ne3
Tema 4.1 JlenoBbie neperoBopsl. [Ipesenramuu
11. 1.What are business negotiations? YK-4.2 (3-1,2,3; V-1,2,3,4;B-1,2)

2.Why is negotiation important in a business? YK -4.3(3-1,2,3; V-1,2,3,4;B-1,2)
3.What is business context negotiation?
4.What are some examples of negotiation?
Tema 4.2 CocraBneHre KOHTPAKTOB

12. 1. Types of agreements. YK-4.2 (3-1,2,3; Y-1,2,3,4;B-1,2)
2. Language of the contract VK -4.3(3-1,2,3; V-1,2,3,4;,B-1,2)
3. What is a contract and its type?
What are the differences between the types
of contracts and forms of contracts?

Tewma 4.3 OOcnmyxuBaHUE KIMEHTOB

13. How important to a company's success is YK-4.2(3-1,2,3; V-1,2,3,4;B-1,2)
customer care?

Why is customer service important to the success
of your business?

Customer service can make or break your
reputation.

Customer service can make or break your
reputation.

The importance of dealing promptly with
customer dissatisfaction in international trade.
14. KonTpoinb 3HaHuit no pazaery Ned YK -4.3(3-1,2,3; V-1,2,3,4;B-1,2)

KOHTPO.Ib 3HAHUH ITO PA3JEJY Nel VOCABULARY

1. Match the questions and statements to the responses.
1 What do you think of the new flex- |a) I’1l look into it right away.
time system?
2 I’d like to know why | haven’t b) I’d like to finish, if I may.
received my refund yet.
3 We really need delivery by the C) That’s all right. We’ve just started.
30th.




4 Can I interrupt you for a moment? | |d) If you order now, that won’t be a problem.
need to ask about sales forecasts.
5 I’'m really sorry I'm late. My car [e) | think it’s working really well.
broke down.

2. Choose the verb that cannot be used with each noun.

6 relocate / grow / run / open an office

7 resign / fire / recruit / employ workers

8 break into / dominate / decline / enter a market

9 charge / make / raise / boost money

10 increase/ cut / remain / discount prices

3. Complete the sentences with the words in the box.

company copy details distribution document effect journey products region

vourselves

Dear Mr Wade

It was very good to see you again at our meeting in Osaka

last month. I hope you had a safe (11) home

afterwards.

We agreed that your ........ (12) will take over the ........ (13) of our(14) in North
America

for three years, with ~ (15) from September 1.

Full ........ (16) of the agreement are included in the attached (17). Can you please
check this
and, ifall is in order, sign and return one (18) to me,
We look forward to continuing to develop our business in the ........ (19) in
association with. .. (20).

READING

1. Read the text :
Corporate Ethics Features
Corporate ethics and etiquette are manifested in material and spiritual things: the appearance of employees,
the design of office premises, in symbols, corporate identity, forms of rewards and awards. An
organization’s culture is a general characteristic of an organization.
It is worth noting that the principles of corporate ethics are also limitations, a process of discussing
standards, norms and values that never stops. As soon as the company introduces a document regulating
corporate ethics and measures to prevent its violations, it is forced to specifically develop a communication

network for it. If this does not happen, problems of corporate ethics appear —



access to information is blocked by management, negative accumulates; middle managers play a
destructive role. Corporate ethics violations must be punished — financially and administratively.

All successful companies have developed a clear list of special measures and methods aimed at creating a
healthy ethical basis for labor relations. To successfully implement the main goal of the business, company
leaders must work to create value such as corporate ethics.

B. Decide whether the following statements are true (T) or false (F):

F. There are general rules of

EX: Every corporation has its own code of ethics 4
corporate ethics

1. The rules of corporate ethics of business are expressed in the
symbolic, spiritual and material environment of people working in
a particular organization.

2. The principles of corporate ethics are also limitations, a process
of discussing standards, norms and values that will
sometime stop.
3. A company introduces a document regulating corporate ethics
and measures to familiarize the employees with it.

4. Access to information is never blocked by management.

5. To successfully implement the main goal of the business,
company leaders must work to create value such as corporate
ethics.

WRITING

2. Alex James, a business associate from the US, will be visiting your office next week. You have not
met before. He has just sent you an e-mail to let you know he will be arriving at 9 p.m. on Monday.
Write a polite, friendly e-mail of 100-150 words to him. Include the following points:

. company driver will meet Alex James at the airport (carrying a sign with his name)
. room booked at Metro Hotel — hotel normally used by your company
. informed hotel about late arrival
. hotel: small, comfortable, quiet (see website: www.citymetrotel.com)
. on Tuesday you will meet him 8:45 a.m. at hotel and walk to office (10 minutes)
. wish him pleasant trip
SPEAKING

3. You are going to have a speaking test that will last 10—-15 minutes. The examiner will ask you to
spend five minutes preparing the short presentation below. Make notes if you wish.

A group of eight British people has just arrived in your country and will be working at your company or
college for the next six months. Make an informal presentation of about five minutes and include the

following:
. a friendly welcome the group
. any daily routines they will need to be aware of (starting and finishing times, lunch, meetings,
etc).

. any aspects of culture that may be different in your country and the US.


http://www.citymetrotel.com/

KOHTPO.JIb 3HAHUM 110 PA3JIEJTY Ne2

Listening
Track 4
1. A Listen to an employee appraisal interview. Match the sentence halves (1-5) to (a—
e).
1. When he took the job, Ahmed liked a hard-working boss.
2. When Ahmed started work, he didn’t have the financial incentive.
3. Ahmed says he has the world economy.
4. Ahmed’s main motivation now is the important job title.
5. Ahmed’s only worry is enough time off.
Track 5
1. B Listen to another employee appraisal interview. Match the sentence halves (6—
10) to (f-j).
6. Howard feels that the company is Howard’s job satisfaction.
7. Howard likes g contact with people.
8. Howard says no one notices working from home.
Q. Sara wants to increase a big machine.
10. Howard suggests that he might try his contribution.
SKILLS
4. A Complete the conversation with the appropriate phrase (a—j).
a) | don’t want to repeat myself but
b) Hold on now
C) I want to ask a question.
d) if you give us $2,500 next week
e) providing you can
f) So what you’re saying is
0) Are you saying
h) I’d like to make a suggestion.
1) I’m sorry to say
)] how do you feel

Dean: We agreed a budget of $15,000.
Alan: Right. But we’ve had some unexpected costs. Dean:
........... 41 that you need more than that.

Alan: Yes, ......... 42 I’ve been saying for the last six months that we simply don’t have any more
money for this.

Alan: ......... 43 that you don’t have the money, or that you don’t want to spend it?

Dean: .......... 44 I think we should leave this point and come back to it later.

Alan:.......... 45, don’t you think we need to sort this out before we talk about anything else?

Dean: Bianca, ........ 46 about this?

Bianca: Well,......... A7 1 agree with Alan on this one. We need to talk through it.



b)

Alan: Thanks, Bianca. Dean, ........ 48 we can deliver the machines, and we’ll give your employees training
on them. That wasn’t part of the original agreement, but we can do that.

Dean: ......... 49 What date are you offering to do the installation?

Alan:  We can agree to installation on 12 August, ......... 50 give us the extra money.

2. B Match Beatrice’s sentences (a—e) to Carlos’s sentences to complete the conversation.
a) | was wondering if you’d be interested in talking with us about a job.

I wonder if we could talk about it? ADG are offering a top salary with very good benefits, and they give
staff a substantial bonus — well above the industry average. Could we get together?

Hello Mr Ortega. My name’s Beatrice Lumb. | work for R&S, the executive recruitment agency. |
was given your name by Kim Mason.

d) OK, I quite understand.

e) Kim thought you might consider looking at a position that’s become vacant at ADG Logistics.

Carlos: Carlos Ortega speaking.

Beatrice ......cc.cceevvuenne. 51

Carlos: Oh, hello. What can | do for you?

Beatrice.......c.ceenenn. 52

Carlos: Oh, yes?

Beatrice ......ccoovvvvennene 53

Carlos: I’'m flattered that you’ve called, but I’m very happy in my job.
Beatrice ......cccoeevvenenn. 54

Carlos: I’m afraid there’s no point in us meeting. I’m completely happy where I am now.
Beatrice ........ccocevveuenee. 55

VOCABULARY
3. A Match the prefixes (56-60) to the words (a—e).
em
under
dis
de
Bi

A A

a) perform
b) regulate
c) lateral
d) loyal

e) power

1. B Choose the correct word from Exercise A to complete the sentences.

1. It was of John to tell our competitors about the new product launch.




2. The government is going to the sector in the near future.

3. Wedon’t need someone who’s going to the way Leon did. We need someone who can
sell.

4.  Thetwo countries agreed to work hard to improve elations.

5. Ifyou ... employees— give them real control over their work - that increases productivity

WRITING

2. You represent a firm of venture capitalists. You have investigated three new businesses that are all
seeking venture capital funding. You should recommend the one that is the least risky and offers the
best prospects for a good return on your investment.

3. Using the notes below, write a memo of 200—-250 words to the new business funding committee.
Give a brief assessment of each business and end with your recommendation.

KOHTPOJIb 3HAHHU 11O PA3JIEJY Ne 3

I Answer the questions:

What is a functional CV to your mind?

Writing a letter of recommendation what characteristics do you stress describing an applicant? What
benefits do you expect from your work? Are material and moral aspects equal for you? What type of
communication at work would be suitable for you?

How important are personal relationships in business?

I1 Write the letter on the proposed situation.

You recently visited a local sports centre and were satisfied with the service provided. You have decided to
write to the manager.

Carefully read this advertisement for the sports centre. Write a letter to the manager, enquiring about the
services and discounts for long-term contract with your company to provide services for your personnel.
Newtown Sports Centre

Now in its third year, your sports centre offers A

fully- equipped gym

Professional staff A

swimming pool

Full-size tennis courts Lessons

in many sports

So, get your trainers on and come on down.

Practise your backstroke! Lose a few pounds!

111 Read the text and decide which of the following comments you expect the writer to agree with.
Model: Successful managers... are happy when their staff make progress in the company

1 try to be positive even when times are difficult

2 tell head office if any of their staff make mistakes

3 praise their staff as often as they can

4 encourage employees to speak out if they are unhappy

5 make sure they know what's going on outside their organization



never dislike any member of their staff

concentrate on their employees' strong points and try to correct their weak ones
ignore people's weak points, pretending they don't exist

don't find it easy to delegate responsibility

O 00 ~NO»

How to be a great manager

AT THE MOST general level, successful managers tend to have four characteristics: they take enormous
pleasure and pride in the growth of their people; they are basically cheerful optimists - someone has to keep
up morale when setbacks occur; they don't promise more than they can deliver; when they move on from
a job, they always leave the situation a little better than it was when they arrived. The following is a list of
some essential tasks at which a manager must excel to be truly effective.
Great managers accept blame: When the big wheel from head office visits and expresses displeasure, the
great manager immediately accepts full responsibility. Errors made by team members are in a very real
sense their responsibility.
Great managers give praise: Praise is probably the most under-used management tool. Great managers are
forever trying to catch their people doing something right, and congratulating them on it. Managers who
regularly give praise are in a much stronger position to criticize or reprimand poor performance. If you
simply comment when you are dissatisfied with performance, it is all too common for your words to be
taken as a straightforward expression of personal dislike.
Great managers make blue sky: Very few people are comfortable with the idea that they will be doing
exactly what they are doing today in 10 years' time. Great managers anticipate people's dissatisfaction.
Great managers put themselves about: Most managers now accept the need to find out not merely what
their team is thinking, but what the rest of the world, including their customers, is saying. So MBWA
(management by walking about) is an excellent thing, though it has to be distinguished from MBWAWP
(management by walking about - without purpose), where senior management wander aimlessly, annoying
customers, worrying staff and generally making a nuisance of themselves. Great managers judge on merit:
A great deal more difficult than it sounds. It's virtually impossible to divorceyour  feelings
about someone - whether you like or dislike them - from how you view their actions. But
suspicions of discrimination or favoritism are fatal to the smooth running of any team, so the great
manager accepts this as an aspect of the game that really needs to be
worked on.
Great managers exploit strengths, not weaknesses, in themselves and in their people: Weak managers feel
threatened by other people's
Great managers have no truck with this destructive thinking. They see strengths, in themselves as well as in
other people, as things to be built on, and weakness as something to be accommodated, worked around and,
if possible, eliminated.
Great managers make themselves redundant: Not as drastic as it sounds! What great managers do is learn
new skills and acquire useful information from the outside world, and then immediately pass them on, to
ensure that if they were to be run down by a bus, the team would still have the benefit of the new
information. So great managers are perpetually on the look-out for higher-level activities to occupy their
own time, while constantly passing on tasks that they have already mastered.



IV. Put the correct words A, B, C, D from optionsa below in the above article:

A British firm has developed a new product (1) help us save money. The product is a wristband
2 gives us an electric shock if we spend too much money. The wristband is called Pavlok. It is
3) to our bank account. It knows how much money we have in the bank. If we go shopping and there
is (4) enough money in our bank account, the wristband (5) a 255-volt electric shock to

our wrist. This warns us not to overspend. The company is called Intelligent Environments. It wants to work
with banks to help customers with their money. So far, no banks in Britain have said they would (6)
the Pavlok to their customers. They could start doing this in the future. The Pavlok wristband is part of the

Internet of Things. This is the idea that everything in our life will (7) ___ connected to the Internet. The
CEO of Intelligent Environments, David Webber, said people liked the idea of the Pavlok. Shoppers would
8) get a small electric shock in the store from the wristband than get a big shock later when they see
their credit card (9) . Mr Webber said the Pavlok would be great for people who cannot stop
spending because they have (10) _ willpower or their willpower is weak. He added that many young
people suffer (11) the "ostrich effect”. This is when people stick their heads in the sand and buy
things rather (12) look at how much money they have in their bank. Put the correct words from the

table below in the above article.

1. (a) for (b) to (c) by (d) so

2.(a) what  (b) that (c) this  (d) then

3.(a) lichnen (b) lined  (c) likened (d) linked

4. (a) never (b) not (c) no (d) now

5. (a) delivering (b) deliver (c) delivery (d) delivers
6. (a) reject (b) combine  (c) offer (d) protect

7. (a) be (b) do (c) have  (d) not
8. (a) instead  (b) prefer  (c) rather (d) like
9. (a) bull (b) ball (c) bell  (d) bill
10. (a) no (b) non (c)not  (d) now
11. (a) from (b) as (c)on (d) at

12. (a) than (b) that (c) this  (d) then

V. Read the sentences and think of the word which best fills each gap. Use one word only in each gap.
There is an example at the beginning (0)
0.1 had already left when he arrived.

1.1 seen him three or four times in my life.
2. 1 seen that movie yet.

3. I've suffering from stress recently.

4. 1 have been working here seven years.
5.I’ve been living here January.

6.1 went there many years :
7.1 was copying the files they were having a meeting in the next room.
8.1 had already hidden he entered the room.

9.'ve done this unit. Can we do the next one?

10. the time | retire, I will have saved at least a million dollars.




11. At moment I’m sleeping on my brother’s sofa.

12. 1 go to the gym at least once week.

13. 1 have my hair cut once two months or so.

14. He only finished the project week.

15. Every city centre in the world seems the same days.
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LISTENING
Track 4
2. A Listen to an employee appraisal interview. Match the sentence halves (1-5) to (a—
e).
1 When he took the job, Ahmed liked a) a hard-working boss.
2 When Ahmed started work, he didn’t have b) the financial incentive.
3 Ahmed says he has C) the world economy.
4 Ahmed’s main motivation now is d) the important job title.
5 Ahmed’s only worry is e) enough time off.
Track 5
4. B Listen to another employee appraisal interview. Match the sentence halves  (6—
10) to (f—j).
6 Howard feels that the company Howard’s job satisfaction.
7 Howard likes Q) contact with people.
8 Howard says no one notices h) working from home.
9 Sarawants to increase )] a big machine.
10 Howard suggests that he might try ) his contribution.
READING

1. Read the text A:

A. Corporate Ethics Features
Corporate ethics and etiquette are manifested in material and spiritual things: the appearance of employees,
the design of office premises, in symbols, corporate identity, forms of rewards and awards. An
organization’s culture is a general characteristic of an organization.
It is worth noting that the principles of corporate ethics are also limitations, a process of discussing
standards, norms and values that never stops. As soon as the company introduces a document regulating
corporate ethics and measures to prevent its violations, it is forced to specifically develop a communication
network for it. If this does not happen, problems of corporate ethics appear — access to information is
blocked by management, negative accumulates; middle managers play a destructive role. Corporate ethics
violations must be punished — financially and administratively.
All successful companies have developed a clear list of special measures and methods aimed at creating a
healthy ethical basis for labor relations. To successfully implement the main goal of the business, company
leaders must work to create value such as corporate ethics.

B. Decide whether the following statements are true (T) or false (F):

EX: Every corporation has its own code of ethics F. There are general rules
of corporate ethics

1. The rules of corporate ethics of business are expressed in the
symbolic, spiritual and material environment of people working in a
particular organization




2. The principles of corporate ethics are also limitations, a process of
discussing standards, norms and values that will sometime stop.

3. A company introduces a document regulating corporate ethics and
measures to familiarize the employees with it.

4. Access to information is never blocked by management.

5. To successfully implement the main goal of the business, company
leaders must work to create value such as corporate ethics.

LANGUAGE

1. Choose the best word to fill each gap from A, B, C or D below.
Most people think of ‘being ethical’ in business ethics as compliance with laws and financial regulations to
avoid (1) . When these are not (2) , as in the case of Enron, the story makes headlines around
the world and has a huge negative impact on the people and companies involved. Most business people are
not tempted to commit large scale financial fraud, though, and are (3) of the consequences.
Instead, it is the day-to-day actions and behaviour of individuals which present the most problems.
As a manager, if you (4) a blind eye to seemingly small matters such as staff taking home office
supplies then you are not (5) _ yourself with an ethical workplace. Everyone watches everyone else to
see where the ethical boundaries are. You should carefully consider what messages you are sending by your
(6) or inaction, words and attitudes.
@) the whole there are three areas to consider in everyday business ethics. The first is respect.
Respect for the people you work with; respect for the company resources — time, equipment and money; and
respect for the working environment, which includes obeying laws and regulations. You should treat the
people you work with well — with (8) and honesty — and use the company equipment for work
purposes — that means no personal phone calls.
Responsibility is the second area, and means working well with others — (9)
share of the work — and providing high quality services and goods to your customers.
(10) , the ‘“The end justifies the means’ argument is not one that an ethical person would use.
Means are as important as ends because good results are important. (11) you achieved the results
by being unethical either morally or legally then you endanger the business and your own career.

instance doing your

A legal B law C lawyers D lawsuits
A obeying B obeyed C obey D disobey
A careful B respectful C mindful D lawful
A see B show C take D turn

A aligning B sharing C turning D leaving
A words B thoughts C actions D message
ATo B At Cin D On

A integrity B pleasant C nice D polite
Ain B for Cto D as

. A Secondly B At last C Finally D Then




SKILLS
1. A Complete the conversation with the appropriate phrase (a—j).
a) | don’t want to repeat myself but
b) Hold on now
c) I want to ask a question.
d) if you give us $2,500 next week
e) providing you can
f) So what you’re saying is
g) Are you saying
h) 1"d like to make a suggestion.
i) I’m sorry to say
j) how do you feel

Dean: We agreed a budget of $15,000.
Alan: Right. But we’ve had some unexpected costs. Dean: ...........
1 that you need more than that.

Alan: Yes, ......... 2 I’ve been saying for the last six months that we simply don’t have any more money for
this.

Alan: ......... 3 that you don’t have the money, or that you don’t want to spend it?

Dean: .......... 4 I think we should leave this point and come back to it later.

Alan:.......... 5, don’t you think we need to sort this out before we talk about anything else? Dean:
Bianca, ........ 46 about this?

Bianca: Well,......... .7l agree with Alan on this one. We need to talk through it.
Alan: Thanks, Bianca. Dean, ........ 48 we can deliver the machines, and we’ll give your
employees training on them. That wasn’t part of the original agreement, but we can do that.

Dean: ......... 9 What date are you offering to do the installation?

Alan:  We can agree to installation on 12 August, ......... 10 give us the extra money.

5. B Match Beatrice’s sentences (a—€) to Carlos’s sentences to complete the
conversation.
a) 1 was wondering if you’d be interested in talking with us about a job.

b) 1 wonder if we could talk about it? ADG are offering a top salary with very good benefits, and
they give staff a substantial bonus — well above the industry average. Could we get together?
c) Hello Mr Ortega. My name’s Beatrice Lumb. | work for R&S, the executive recruitment

agency. | was given your name by Kim Mason.
d) OK, I quite understand.

e) Kim thought you might consider looking at a position that’s become vacant at ADG
Logistics.

Carlos: Carlos Ortega speaking. Beatrice

Carlos: Oh, yes? Beatrice...... 13
Carlos: I'm flattered that you’ve called, but I’'m very happy in my j



Beatrice ......cccvvvvereeieeienns 14
Carlos: I’'m afraid there’s no point in us meeting. I’m completely happy where I am now. Beatrice

Vocabulary

6. A Match the prefixes (56-60) to the words (a—¢).

16em

17 under

18 dis

19de

20 bi

a) perform

b) regulate

c) lateral

d) loyal

e) power
B Choose the correct word from Exercise A to complete the sentences.

21 Itwas ___ of John to tell our competitors about the new product launch.

22 The government is going to ___ the sector in the near future.
We don’t need someone who’s going to the way Leon did. We need someone who can
sell!
The two countries agreed to work hard to improve relations.
25 If you employees — give them real control over their work - that increases productivity
WRITING
You represent a firm of venture capitalists. You have investigated three new businesses that are all seeking
venture capital funding. You should recommend the one that is the least risky and offers the best prospects
for a good return on your investment.
Using the notes below, write a memo of 200—-250 words to the new business funding committee. Give a
brief assessment of each business and end with your recommendation.

KPUTEPUU OLIEHUBAHUA YPOBHA COOPMHUPOBAHHOCTHU KOMIIETEHLIUU JJIs1
IMPOMEXKYTOYHOM ATTECTALIUA

MakcuMaibHOe
KOJMY€eCTBO 0AI0B Kpurepun
(rocynapcTBeHHasi OI[€HKA)
90-100 BricTaBisieTcst 00ydaromemMycsi, €CITi OH ONpeeIsieT
(3auTeHo) paccMaTprBaeMble OHITUS pa3zieia WM TeMbl y4eOHON IUCIUTIITHHBI
YEeTKO U MIOJTHO, IPUBO/ISI COOTBETCTBYIOIINE MTPUMEPHI.
75-89 BricTaBisieTcs 00yJaromemMycsi, €CJId OH JOIYCKAET OT/ACIbHbIE
(3auTeHo) MOTPELIHOCTH B OTBETE, HO B I€JIOM IEMOHCTPUPYET 3HAHUE U
BIIAJICHUE COJEP)KaHUEM pazjienia (TeMbl) y4eOHOM TUCIUTIIIMHBI
60-74 BricTaBisieTcs 00ydaromeMycs, €Clii OH 0OHapy)KHBaeT MPOOEIIbl B
(3a4TeHo) 3HAHMSIX MaTepHalia pa3jieia Ui TeMbl y4eOHON TUCITUTIIIMHBI
0-59 BricTaBisieTcs o0ydaronemMycsi, eCid OH 0OHapYKHBaeT
2 (He 3aYTeHO) CYLIECTBEHHbIE MPOOENbl B 3HAHUSIX OCHOBHBIX MOJIOKEHUH pa3ziena uiu
TEeMBbI YUeOHOMW JHUCIUILIMHBI, HEYMEHHUE C IOMOIIBIO TIPEIoaBaTelis
MOJTYYUTh TPABUIIBHOE PEIIEHUE KOHKPETHON MPAKTHYECKOM 3a1auu
MpernoiaBaTessi MOMYYUTh MPABUIHHOE PEIICHHE KOHKPETH O
MPAKTUYECKOMN 3a1a4u




mpenoaaBaTeiid MOJYUUTD IIPAaBUJIBHOC pCUICHUC KOHerTHOI\/'I
HpaKTquCKOﬁ 3aJa4yu
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