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PA3JIEJI 1. OPTAHU3AIIMOHHO-METOJIMYECKAI
1.1. HEJA JACIAITJIMHBI
OCHOBHO# LENBIO AUCIUTLTHHBI « THOCTpaHHBIH SI3BIK TIPO()ECCHOHATLHON HANIPABICHHOCTHY SBIISIETCS
JanbHelIee pa3BuTHe YMEHUH 3P PEKTHBHO 00MIaThCs Ha HHOCTPAHHOM SI3bIKE B TPO(ECCHOHATLHOM,
aKaJeMHUYECKOl 1 OBITOBOM cdepax, a UMEHHO: 00CyKaaTh yueOHbIe U Po(eCCHOHATBHBIC TPOOIEMBI; TOTOBUTH
MyOJIMYHBIEC BBICTYIICHHSI HA aHTJTUICKOM SI3BIKE [0 MIMPOKOMY KPYT'y BOITPOCOB; HAXOJHUTh HOBYIO TEKCTOBYIO,
rpaHuecKyro, ayIno- U BUACOMH(OPMAIIHIO, COAEPIKAIIYIOCA B MHOCTPAHHBIX HCTOUHUKAX; TTHCAThH
HpO(bCCCI/IOHaJIbeIC TEKCTbI U JOKYMCHTEI, BECTU ACIIOBYIO IMEPCIIUCKY,; IICPEBOAUTEL NHOA3ZBIYHBIC
npodecCHoHANBHO HANIPaBJIEHHBIE TEKCTHI C aHTITMHCKOTO SI3bIKa Ha PYCCKUI 1 HA000POT, MONb3YsCh JBYSA3bIYHBIMU
TEPMUHOJIOTMYCCKUMHU CIIOBAPAMMU, BJICKTPOHHBIMU CJIIOBAPSAMHA U JPYTYUMHU BO3MOXKXHOCTAMU, IPEAOCTABIIACMBIMHA
coBpeMeHHbiMU UT.
TemaTrKa 00y9IeHHS HHOCTPAHHOMY SA3BIKY IPO(ECCHOHANBHON HATPAaBACHHOCTH 00YCIIOBIEHA HEOOX OTUMOCTHIO
00eCIIeUnTh:
1)mpodheccroHaNbHYIO AEATEILHOCTD OYYIIMX CHCIUATUCTOR B YCTHBIX MJTU MUCbMEHHBIX KOHTAKTaX €
3apyOeKHBIMHU KOJUICTaMH;
2)3¢hdeKTUBHYIO TPOPaOOTKY YCTHBIX MIIM MMChbMEHHBIX WHOSM3BIYHBIX UCTOYHHKOB I10 CHENUATLHOCTH (UTEHHE
HpO(beCCI/IOHaHI)HOI/I JH/ITepaTypm CITyIIIAHKE TOKIA/I0B U COO6IIIeHI/II/I H T, )

1.2. VYEBHDIE 3AJJAYM JUCIATLIAHbI

- MOBBIIIEHNEC UCXOJHOI0 YPOBHS BJIAZICHUA MHOCTPAHHBIM SA3BIKOM, JTOCTUTHYTOI'O OGy‘IaIOHII/IMI/ICSI Ha
MIPEABIAYIIEM dTaTle O0YICHIS;

- OBJIaJACHHC 06yanOHII/IMI/IC$I YPOBHEM KOMMYHHKaTHBHOﬁ KOMIICTCHIIUH, KOTOpBII:I IMMO3BOJIACT peuIaThb
COIMATPHOKOMMYHHUKATUBHBIE 3a/1a4l B PAa3IWYHBIX O0JACTSIX MpodeccrHoHaIbHON, HAYYHOH, aKaJeMUIECKONH U
COLIMOKYJIBTYPHO#H chepax oOIICHHUS;

- pa3BUTHE Y 00YYAIOIINXCS YMEHUN CAMOCTOSITEIBHO ITPHOOPETATh 3HAHUS, HEOOX OUMBIE JIISI PEIICHHUS
KOMMYHWKATHBHBIX 33]a4;

- pa3BUTHE KOTHUTUBHBIX YMEHUH 00yUJaloXCsl, pacIMpeHrne BO3MOKHOCTEH sl yueOHOH aBTOHOMUH, Pa3BUTHE
crocobHOCTEH K caM000pa30BaHHUIo;

- pa3BUTHE YMEHHH paboTaTh ¢ MyIbTUMEAUHHBIME ITPOTPaMMaMHU, SIEKTPOHHBIMH CIOBAPSIMH, HHOS3BITHBIMH
pecypcamu cern HTepHET, pacmMpeHne Kpyro3opa 1 MoBbIIeHne HH()OPMAITMOHHON KYJIbTypBI CTYIEHTOB;

- pacumMpeHune CIoBapHOro 3amnaca U GopMHUpOBaHUE TEPMUHOIOTUIECKOT0 aliapaTta Ha HHOCTPAHHOM SI3bIKE B

npod)ecCHOHaIbHON M HayYHO! chepax IesITeIbHOCTH;
= ROCITTUTAHUE TOTECNAHTHOCTI U VRAKEOHUI K TVXORHEIM ITEHHOCTIM NARHEIX CTNAH 11 HANOITOR

1.3. MECTO JUCHUILIAHBI B CTPYKTYPE OCHOBHOM OBPA30OBATEJILHOMN ITPOTPAMMBI

Lukx (pasger) OIIOIT BO: [51.0
1.3.1. Jlucyunauna "Mnocmpannulil a3vik npogheccuonanvrol HanpasieHHocmu'" onupaemcs Ha credyoujue
anemenmsl OIIOII BO:
Ucropus u punocodust Hayku
1.3.2. Jucyunauna "Hunocmparnnwlii 5361k npogeccuoHanibHou HanpasieHHocmu" — gvicmynaem onopou  0ns
Ce0YIOWUX _ INIeMEHMO8.
YnpasieHue rocy1apcTBEHHBIME M MYHULIMIAJIBHBIMHA IPOEKTAMH M IPOrpaMMaMHu
1.4. PE3YJIbTATBI OCBOEHUSA JUCHUIIJINHBI:
OIIK-8.1: Opeanusyem meponpusmus ¢ yuacmuem UHOCMPAHHLIX npedcmagumeneli (Napmuepos) 01 peuieHus
3a0ay nPoghecCUoHATbHOU OesmelbHOCU

3HaTh:

YpoBennb 1 |- HHOCTpaHHBIA SI3bIK B 00beME, HEOOXOIUMOM OOLIEHHS Ha OOIIEM M JIEJIOBOM YPOBHE U JUIs
noy4yeHust mpodeccuoHanbHOM nHGOpMALMK 13 3apYOSKHBIX HCTOYHHKOB,;
YpoBeHb 2 |-WHOCTpaHHBIM S3bIK B 00OBbEME, HEOOXOAMMOM OOIEHHS Ha oOIIeM M AEIOBOM YPOBHE W JUIf
noxy4eHus npodeccnoHanbHO HHGOpMALUK U3 3apYOSKHBIX HCTOYHHKOB,;
- JIGJIOBYIO JICKCUKY MHOCTPAHHOTO sI3bIKa B 00beMe, He0OXOIMMOM JUlsl OOIIeHHS,
YpoBenb 3 |- WHOCTpaHHBIA SI3bIK B 00beMe, HEOOXOIUMOM OOILIEHHs Ha OOIEM M JIeIOBOM YPOBHE U IS
MOTy4€eHHs MPo¢ecCuOHATBHON HHPOPMALH U3 3apyOeKHBIX HCTOUHUKOB;
- JIeNIOBYIO JIEKCHKY HMHOCTPAHHOTO sI3blka B 00beMe, HEOOXOOMMOM JUIsi OOIIEHHs, YTCHUS H
MepeBoJja MHOA3BIYHBIX TEKCTOB NMPO(ECCHOHATBHON HANPaBIEHHOCTH
- COLMOKYJBbTYPHBIE OCOOEHHOCTH TOBEIEHHS M PEYEBOr0 OOLIEHMS MPEACTaBUTENEH Pa3iIndHbIX
CTpaH

VYMeTh:




YpoBenn 1 |- ucrnons3oBaTh NPOPECCHOHATBHYIO TEPMHHOJIOTHIO W JAENOBYIO JIEKCHKY, HEOOXOAMMYIO IS
npodecCHOHANBHOr0 O0LIeHHUs] B YCTHOW M MMCBMEHHOHU (hopMe;

YpoBeHb 2 |- HCIONB30BaTh MPOPECCHOHATBHYIO TEPMHHOJIOTHIO W JETOBYIO JIEKCHKY, HEOOXOAMMYIO IS
mpodecCHOHANBHOrO OOLIEHHUs! B YCTHOH U MHCBMEHHOHN (opMme;
- BECTH TUCbMEHHOE 00IIeHNE HA aHTJIMICKOM SI3bIKE, COCTABISTh JIEJIOBBIC THCEMA,;

YpoBennb 3 |- HcCIONb30BaTh MPOPECCHOHATBHYIO TEPMHHOJIOTHIO HEOOXOAUMYIO IS MpodecCHOHAILHOTO
00IIIeHHsI B YCTHOM M MUCEMEHHOW (hopMe;
- BECTH MUCbMEHHOE OOIIEHNE HA aHTIIMICKOM SI3BIKE, COCTABIISATH JIETIOBBIC TTCHMA;
- TIOATOTABJIMBATh W BBICTYNATh C JOKJIAJaMH, TPE3CHTAIUSIMH, ONHUCHIBATh TEHJICHIIUU Pa3BUTHUS
KOMITaHUH, IPEICTaBICHHBIX TPaQUUECKU C YUETOM COIIMOKYIbTYPHBIX
0coOeHHOCTeH OOLICHUS

Bnagers:

YpoBenb 1 |- HaBBIKAMA M YMECHUSIMH PEUEBOM JEATENFHOCTH Ha WHOCTPAHHOM S3bIKE (ITMCBMO, TOBOpEHUE,
ayJIMpoBaHNe) Ha Tpo(eccroHaIbHOM YPOBHE;

YpoBeHb 2 |- HAaBBIKAMH U YMEHHUSMH PEYEBON JNEATEIBHOCTH (UTEHHE, NMHChMO, TOBOPEHHUE,ayIMPOBAHHE) Ha
npodecCHOHANTEHOM YPOBHE;
- YMEHHSAMH 00padaThiBaTh JEIOBYIO KOPPECIOHJCHIIMIO HA WHOCTPAHHOM S3bIKE W MPUHUMATH
COOTBETCTBVIOIINE PENIeHUs (OTBETUTh, IEPEHANTPABUTH, IEPEBECTH U T.J1.)

YpoBeHb 3 |- HaBBIKAMH U YMEHHUSIMH PEUEBON JESITEIHHOCTH (UTEHHE, NMHChMO, TOBOPEHHE,ayTUPOBAHUE) HA

npohecCroHaIbHOM YPOBHE;

- YMEHMSIMH 00pa0aThIiBaTh JCIIOBYH) KOPPECIOH/CHIIMIO HAa MHOCTPAHHOM S3bIKE HIIPUHUMATH
COOTBETCTBYIOIINE PEIeHNs (OTBETUTH, IIEPEHAIIPaBUTh, IEPEBECTH U T.JI.)

- HaBbIKaMHU W YMCHUAMU HY6HI/IT-IHI)IX BBICTYTIJ'IGHI/Iﬁ Ha HWHOCTPAaHHOM A3BIKE C YUYCTOM
CONMOKVIBTYDHBIX OCOOCHHOCTEH aVINTOPUH

1.4. PE3YJIbTATBI OCBOEHUWSA JUCHUIIJINHbI:

VK-4.1: ApeymenmuposanHo u KOHCMPYKMUBHO OMCMAUSAem C80U NO3uyuu U uodeu 6 axademudeckux u
npogeccuorHanbHbIX OUCKYCCUAX HA UHOCMPAHHOM S3bIKe

3HaTh:
VYpoBenb 1 |- HHOS3BIYHYIO JIEKCHKY W TEPMHHOJOTHIO JUIS YYacTHS B JIUCKYCCHSX M TPO(ECcCHOHATHHOM
A~ orTiars
YpoBeHb 2 |- HHOS3BIYHYIO JIEKCHKY W TEPMHHOJOTHIO JIUISI YYacTHS B JHMCKYCCHSIX W MPOQecCHOHAILHOM
A~ orTias
YpoBeHb 3 |- WHOS3BIYHYIO JIEKCHKY W TEPMHHOJOTHIO IS yYacTHS B IUCKYCCHAX M TMPOECCHOHAITBHOM
O0IIIeHN N
- perucTpbl OQUIHAIEHOTO U HEOPUITHAILHOTO OOIICHUS,
- 0cO0EHHOCTH ITYOIMYHBIX BBICTYILUICHUH M IIPHEMBl BEICHUS TMCKYCCHH Ha mpodeccroHaIbHbIe
YMeTh:
Yposenb 1 |- yOexaaTh, HACTaMBaTh HA CBOEH IMO3UIINH, OOBACHATH CBOIO TOUKY 3pEHHS Ha MHOCTPAHHOM S3BIKE
C HICTIOJIb30BaHHEM NPO(hecCHOHATHHOMN JISKCHKU U TEPMUHOIOTUH
Ypogenn 2 |- yOexxaaTh, HACTaUBATh Ha CBOCH MO3UIIMH, OOBSCHSITH CBOIO TOUKY 3PEHHUSI HA HHOCTPAHHOM SI3bIKE
C HCTIONIb30BaHNEM MPOo(ecCHOHATHHOMN
- BECTH IPO(heCCHOHAIBHVIO INCKYCCHIO;
Ypogenn 3 |- yOexxnaTh, HaCTauBaTh Ha CBOEH MO3ULNH, OOBSICHATH CBOIO TOUKY 3PEHUSI HAMHOCTPAHHOM SI3bIKE
C HCTIOJIb30BaHNEM MPO(ecCHOHATHHON JIEKCUKU U TEPMUHOIOTUN
- BECTH PO eCCHOHAITBHYIO TUCKYCCHIO;
- OCYIIIECTBIISTh MyOJIUYHBIE BRICTYIUIEHHUS B TIpeenax mpodecCHOHANBHON TEMaTHKH
- YYHTHIBATh COIMOKYIBTYpHBIE OCOOEHHOCTH OOIIEHUs, WCIHOIh30BATh COOTBETCTBYIOIIHE
SI3BIKOBBIE CPEJICTBA OOIIEHUSI.
Bnaners:
Ypogenn 1 |- cnocobaMu BeleHUS JUCKYCCUH Ha PO(EeCCHOHAIbHbBIE TEMbl HHOCTPAHHOM S3bIKE
YpogBeHnn 2 |- cioco6aMu BeleHUS UCKYCCUHU Ha PO(eCCHOHAIbHbBIE TEMbl HHOCTPAHHOM S3bIKE
- (hyHKIIMOHATBHBIM SI3BIKOM ISl apTyMEHTAI|H, YMEHUSMA OTCTOSATH CBOIO TOUKY 3pEHUs, yOSXKIaTh
U T.JL
Ypogsenn 3 |-ciocobamu BeeHUs Oecelbl U JUCKYCCUU Ha MHOCTPAHHOM SI3BIKE

- (bYHKLII/IOHaHLHLIM SI3BIKOM UIA apryMCHTAIUU, YMCHUSA OTCTOATH CBOIO TOYKY 3pCHUA, Y6CX(,I[aTL u
T.1.
- CIOCOOHOCTIMM AHAJIM3UPOBATH NPOCIYITAHHYIO I/IHdJODMaHI/IIO W BBIAIBUI'aTh WACH, ITPCAJIOKCHUA

1.4. PE3YJIbTATbBI OCBOEHU A JUCIHHUIIJINHDBI:




VK-4.2:

Ocymecmeﬂﬂem NOUCK  UHOA3bIYHbIX  Mamepuaios,

nepesooum U peoaxmupyem  paziuynvie

axademuyeckue, NpoGeccuoHaIbHvle, 0eN08ble MEKCMbl ¢ UCNONb30BAHUEM COBPEMEHHBIX UHPOPMAYUOHHBIX
MexHON02Ull U Pecypcos

3HaTh:

Yposensn 1

- 0COOEHHOCTHU pa6OTI>I C MHOS3BIYHBIMH OHJIAMH CJIOBApPsSIMU U CIIPABOYHBIMU pECypCaMu,

Yposens 2

- 0COOEHHOCTH PAaOOTHI C MHOS3BIYHBIMH OHJIAH CIIOBAPSIMU M CITPAaBOYHBIMU PECYPCAMU;
- 3HAeT OCHOBHBIE (hOpMAaThl MUCHEMEHHBIX TEKCTOB: JIEIOBBIX MHCEM, aHHOTAIH, pedepaTos, cTaTe,
acce

Yposens 3

- 0OCOOCHHOCTH PabOThI C MHOSI3bIYHBIMU OHJIAMH CIIOBApSIMH U CIIPABOYHBIMH PECYpPCaMH;

- 3HAaeT OCHOBHBIC (hOpMaThl IMCbMEHHBIX TEKCTOB: JACIOBBIX MTUCEM, aHHOTAIIMH, pedepaToB, CTATEH,
3cce

- crocoObl W MPHEMbI PEIAKTUPOBAHUS WHOS3BIYHBIX TEKCTOB C HUCIIOIB30BAHHMEM JIBYSI3bIYHBIX,
TOJIKOBBIX CJIOBApEW, CIIPABOYHUKOB, BKJIIOUasd COBPEMEHHbBIE OHJIANH

TEXHOJIOTHH.

VYMmers:

Yposensb 1

- MEePEBOJIUTh C WHOCTPAHHOTO sI3bIKA HA PYCCKUH Mpo¢)eCCHOHATIbHBIE TEKCThI C MCIIOIh30BAHUEM
JIBYSI3bIYHBIX M TOJIKOBBIX CIIOBApEN;

Yposensb 2

- NEPEBOANTL C MHOCTPAHHOI'O SA3bIKA Ha pyCCKI/II\/'I C HCIOJIB30BAHUEM [BYA3BIYHBIX W TOJKOBBIX
CJI0Bapei;

- pemakThpoBaTh MPO(ECCHOHAIbHBIE TEKCTHI (IEMOBYI0 MOKYMEHTAIIMIO, TE3WCHI, CTaThbH) Ha
WHOCTPAHHOM SI3BIKE C VIETOM X (hopmarta.

Yposensb 3

- TIePEeBOANTHh C WHOCTPAHHOTO SI3bIKa HAa PYCCKHH C MCHOJIH30BAHMEM IBYS3BIYHBIX M TOIKOBBIX
CJI0Bapei;

- penakTupoBaTh MPOoecCHOHATBHBIE TEKCTHI (CTaThH, 0030pbI Ha MPOGECCHOHAIBHOW, HAyYHOH U
aKaJeMHUYECKO HAIlPaBJICHHOCTH) HA HHOCTPAHHOM SI3BIKE C YUETOM UX

dhopmara.

- mucath Npo(eCCHOHAIBHO HAINpPABICHHBIE TEKCTHl (I€JI0Bbl€ NUCbMA, TE3UCHI, CTaTbMU) Ha
HMHOCTDAHHOM S3bIKE ¢ VIeTOM UX hopmara.

Bmaners:

Yposensb 1

- SA3BIKOBBIMHM YMCHHAMH IIEPEBOAA HpO(beCCI/IOHaJIBHO HarpaBJICHHBIX TEKCTOB C HHOCTPAHHOI'O

Fadod oh & 72eY

Yposenn 2

- S3BIKOBBIMH yYMEHHWSMHU ISl TEepeBoZla ¢ MHOCTPAHHOTO S3bIKa HAa PYCCKHUH M C PyCcCKOrO Ha
WHOCTPaHHBIH 33/JaHHBIX MPO(ECCHOHATHHBIX TEKCTOB;

- AaHAJIM3UPOBATH COJEPKAHNE MHOS3BIYHBIX TEKCTOB M M3BJIEKATh HEOOXOAMMYIO0 HH(POPMAIIUIO IS
BBITIOJTHEHHUS ONPEENeHHBIX 3aIaHUI

Yposensb 3

- S3BIKOBBIMUA YMEHHSMH JUIS TIEPEBOJIa C WHOCTPAHHOIO sI3bIKA HAa PYCCKUH M C PYCCKOTO Ha
WHOCTPAHHBIHA 3aJJAHHBIX MPOPECCUOHAIBLHBIX TEKCTOB;

- yMEThb TONB30BAaThCS WH(MOOPMAIMOHHBIMUA pecypcaMyd Ijisi padoTel C TPOQecCHOHATHHO
HAMNPABJICHHBIMY TeKcTaMu ( TIOMCK, aHAITN3, PSIAKTHPOBAHUE, HAIMCAHHUE).

B pe3ynomame

oceoenusn  Oucuyunaunvt "Hnocmpanunotii a3vlk npogheccuonanvroii HanpaeieHnocmu'’

3.1

3HaThb:

-MHOCTPaHHYIO TEPMUHOJIOTHIO B cepe MpodecCHOHANBHON AESITEIbHOCTH;

-0011eynOTPEOUTENBHYIO 1 HAYYHYIO HHOS3BIYHYIO JIEKCHKY;

-MHOSI3bIYHBIE peueBble (POPMYIIBL, KIHIIE, (PA3eOIOTHUEKHe U HANOMATHIECKUE 000POTHI;

-~CTPYKTYPY YCTHOI'O MOHOJIOTUYECKOI'O BBICKA3bIBAHU U IMCbMCHHOI'O HAYyYHOI'O TCKCTA, KOMITIO3UI[UIO

HY6J'II/I‘IHOFO BBICTYIIJICHUA

-0COOEHHOCTH STHKETA Hy6J'II/ILIHOl"O BBICTYIIJICHUS.

3.2|Ymern:

-UCII0JIb30BATh 3HAHUS NHOCTPAHHOI'O SA3bIKa B HpO(i)eCCHOHaHLHOfI nu Hay‘lHOﬁ ACATCIIBHOCTH,

-IPUMEHSTH SI3bIKOBBIE W SKCTPAJIMHIBHCTHYECKHE CPEICTBA BO BpPeMsl MYOJUYHBIX BBICTYIUIGHHMH Ha
Hay4YHbIX KOH(epeHuusx, Gpopymax u T.1.

- IOHUMAaTb OCHOBHBIC UACH, COACPIKAHUC U NCTAJIN MUCbMCHHBIX HAYYHBIX TCKCTOB;

-A€JIaTb CBA3HBIC COO6H.[GHI/I$I oo Haquoﬁ nu HpO(beCCI/IOHaJ'IBHO-OpHeHTHpOBaHHOﬁ TEMATHUKEC

3.3|Baagern:

-CII0COOHOCTBIO K 0000ILEHHIO, aHAIN3Y, BOCIIPUATHIO U TPOLYLUPOBAHNIO HH(POPMALIMN HA HHOCTPAHHOM

SI3BIKE;




|-OCHOBaMI/I Hy6J'H/I‘{HI>IX BI;ICTyHJ]eHI/Iﬁ 1 CO3JaHUs HAYUHBIX TCKCTOB.

1.5. ®OPMbI KOHTPOJIsA

Tekymmuii KOHTPOJIb YCIIEBAEMOCTH MO3BOJISIET OI[CHUTh YPOBEHBb CHOPMUPOBAHHOCTH DIEMEHTOB KOMITCTEHITHIH
(3HaHW#M, yMEHWI W TMPHUOOPETCHHBIX HABBIKOB), KOMIICTCHIIMH C MOCICAYIONMM OOBEAMHEHHEM OIICHOK |
MPOBOAUTCS B (hopMe: YCTHOTO OMpoca Ha JICKIIMOHHBIX U CEMUHAPCKUX/TIPAKTUIECKUX 3aHATHAX ((POHTATBHBIH,
WHIUBUAYaIbHBIA, KOMIIJIEKCHBIN), MMCbMEHHON NMPOBEpKU (TECTOBBIE 3aJaHMsI, KOHTPOJIb 3HAHWM MO pas3zeny,
CUTYaI[MOHHBIX 3aJIaHUH U T.I1.), OICHKM aKTHMBHOCTU Pa0OThI 00YYArOIIErocsl Ha 3aHSATUH, BKIIOYAs 3aJlaHus s
CAMOCTOSTENBLHON DAOOTEL.

Hpomeafcymouuaﬂ ammecmavus

Pe3ynbraThl TeKylero KOHTPOJIS W IPOMEXKYTOUHOW aTTecTaluu (POPMUPYIOT PEHTHHTOBYIO OICHKY pPadOThI
cTyneHTta. PacnipenenceHue 6auioB npu (OpMUPOBAaHUY PEUTHHTOBOM OIICHKHA PaOOTHI CTYIEHTa OCYIIICCTBISCTCS B
COOTBETCTBUM C JICHCTBYIOIINM JIOKaJIbHBIM HOPMATUBHBIM akToM. Ilo mucuumiube "MHOCTpaHHBINA S3BIK
npodeccroHaIbLHON HAIPpaBIEHHOCTH  BHJIOM IPOMEXKYTOYHON aTTECTALIMU ABIIETCS  3ader

PA3JEJI 2. COAEP KAHUE JUCHUIIJIMHBI

2.1. TPYJOEMKOCTBb OCBOEHUSA JUCLHUITJINHBI

O6mmas TpynoéMKOCTh AUCHUILTMHEL "MHOCTpaHHBIN S3bIK MPOQECCHOHATBFHON HalpaBIeHHOCTH" cocTaBisieT 4
3a4éTHbIE eUHMIL], 144 Jacos.

KomnuectBo uacoB, BbIENIEMBIX Ha KOHTAaKTHYIO PabOTy C MpenofaBaTelieM W CaMOCTOSATENBbHYIO paboTy
00y4aroIerocs, onpeeNnsercst yueOHbIM IJIAHOM.

2.2. COJEPKAHUME PA3JIEJIOB JINCHUIIJIMHBI

HaunMeHoBaHMe pa3/1esioB U TeM /BUJ Cemectp /| HacoB | Komneren- | JIutepatypa | Unte | IIpumeuanne
3anaTus/ Kypc 197071 PaKT.
Pa3pen 1. TocynapcTBeHHOE H MYHHIIMNIAJIbHOE
ynpasJieHue
Tema 1.1. 'ocynapcTBeHHOE U 1 2 |YK-4.1 JI1.1 0
MYHHIIMITAIbHOES OI1K-8.1 JI1.2J12.1
yrpasneHuu /I1p/ VK-4.2 J2.2J12.3
JI3.1
JI3.2J13.3
2.12.233
Tema 1.1. TocynapcTBeHHOE U 1 20 |YK-4.1 Jd1.1 0
MyHHIIHTIAJIbHOE yrpasierue /Cp/ OIlK-8.1 JI1.2J12.1
YK-4.2 JI2.2J12.3
JI3.1
JI3.2 JI3.3
Tema 1.2. PernonansHoe ynpasienue /IIp/ 1 2 |YK4.1 JI1.1 0
OIIK-8.1 JI1.2J12.1
YK-4.2 JI2.2J12.3
J3.1
JI13.2 JI3.3
Tema 1.2. PernonansHoe ynpasnenue /Cp/ 1 18 |[YK-4.1 JI1.1 0
OIIK-8.1 JI1.2J12.1
YK-4.2 JI2.2J12.3
J3.1
JI3.2J13.3
2.12.23.3
Koncynpranus /Konc/ 1 2 |YVK-4.1 JI1.1 0
OIIK-8.1 JI1.2J12.1
YK-4.2 J12.2J12.3
J3.1
JI13.2 J13.3
Paznea 2. IlpodeccuonanbHbie M JIMYHOCTHBIE
KayecTBa ynpaBJjeHla




Tema 2.1 YcrporicTBO Ha padoTy. 2 J1.1
CocraBnenue JI1.2J12.1
pestome. /Tlp/ JI2.2J12.3
JI3.1
JI3.2 J13.3
Tema 2.2 Iloarororka k codbecenoBanuto. /Cp/ 20 |YK-4.1 JI1.1
OIlK-8.1 JI1.2712.1
YK-4.2 J12.2J12.3
JI3.1
JI3.2J13.3
2.12.23.3
Koncynbranus /Kouc/ 2 |YK-4.1 JI1.1
OIlK-8.1 JI1.2712.1
YK-4.2 J12.2J12.3
J3.1
J13.2J13.3
2.12.23.3
Pazgeu 3. [leioBbIe BCTPeYH H KOHTAKTBI
Tema 3.1. JlenoBblie Bctpeun U KOHTAKTHI /TIp/ 2 |YK-4.1 JI1.1
OI1K-8.1 JI1.2712.1
YK-4.2 J12.2J12.3
JI3.1
JI3.2
Tema 3.1. JlenoBsie BcTpeun u KOHTaKThI /Cp/ 18 [VK-4.1 JI1.1
OIlK-8.1 JI1.2712.1
YK-4.2 J12.2J12.3
J3.1
J13.23.13.2
Tema 3.2. JlenoBast muCbMEHHAs 16 |YK-4.1 J1.1
kommyHukanus /Cp/ OI1K-8.1 JI1.2J12.1
YK-4.2 J12.2J12.3
J3.1
JI3.2
Tema 3.2 JlenoBast mucsMeEHHAs 2 |VK-4.1 J1.1
kommynukanus /T1p/ OI1K-8.1 JI1.2J12.1
YK-4.2 J12.2J12.3
JI3.1713.2
2.19.23.3
Koncynpranus /Konc/ 2 |YK4.1 JI1.1
OIIK-8.1 JI1.2712.1
YK-4.2 J12.2 J12.3
J3.1
J13.2
D.12.23.3
Paznen 4. MexxnyHapoaHble KOHTAKTbBI
YiupasBJieHIIa
Tema 4.1 Mexaynapoansie neperoopst /I1p/ 2 |YK-4.1 JI1.1
OIIK-8.1 JI1.2712.1
YK-4.2 J12.2 J12.3
JI3.1
JI3.2
Tema 4.1 MexnyHnaponssie neperoBopst /Cp/ 24 |YK-4.1 JI1.1
OIIK-8.1 JI1.2J12.1
YK-4.2 JI2.2J12.3

n3 1




Koncynbranus /Konc/ 2 2 |YK4.1 JI1.1 0
OIIK-8.1 JI1.2J12.1
YK-4.2 J12.2J12.3
JI3.1
J3.22.13.2

PA3JIEJI 3. OBPA3OBATEJIBHBIE TEXHOJIOI'MHU

1. KontekctHoe oOy4deHHe: MOTHBAIMs OOYYAIOMIMXCS K YCBOCHHIO 3HAHMU TyTEM BBISBICHUS CBS3eH
MCKIYKOHKPETHBIM 3HAHUEM U €0 IPUMCHCHUCM.

2. PasBurtne KPUTHUYCCKOI'O0 MBIINIJICHUA: O6pa3OBaTeH])Ha$I AOCATCIIbHOCTh, HaIlpaBJICHHAasd Ha pPa3BUTHUC
yOOYYaroIuXxcsi pa3yMHOT0, pepJICKCHBHOTO MBIIIICHHSI, CIIOCOOHOTO BBIIBUHYTh HOBBIC UJICU U YBUJICTh HOBBIC
BO3MOKHOCTH.

3. [IIpobmemHoe oOyueHHe: CTHMYyJIHMpOBaHHWE OOyYAlOIIUXCS K  CAMOCTOSTEIBHOMY TMPHOOPETEHUIO
3HAHUU,HEOOX OJTUMBIX JUISI PEIICHUS KOHKPETHON MPOOJIeMBI.

4. nnuBuayanbHOe 00yueHHE: BRICTPaUBaHUE 00YYAIOIIMMHUC COOCTBEHHON 00pa30BaTEIbHON TPACKTOPHH Ha
OCHOBE (POPMUPOBAHUH UHIUBHIyaTbHOW 00pa30BaTEIbHON MPOrPaMMBI C YUETOM WHTEpeca 00y Yaromerocs.

5. Onepesxaronias caMoCTOsTeNbHAs paboTa: n3yueHrne 00yJaroIMMHCs HOBOTO MaTepraa JIo ero U3y4eHus B X0/Ie
ayJAUTOPHBIX 3aHSATUH.

6. MexauciuIuimHapHoe OOydeHHe: WCIIONb30BaHWEe 3HAHMW W3 pas3HBIX O0NacTeil, WX TPYNIHUPOBKA |
KOHIIEHTpalus B KOHTEKCTE periaeMon 3a1auu.

7. OOyueHre Ha OCHOBE OITbITA: AKTHBH3AIUS TO3HABATENILHON JISITEIbHOCTH 00YYAaIOIIerocs 32 CYET acCOIHAInN
WX COOCTBEHHOTO OIBITA C MPEMETOM O0yUECHUSI.

8. MYHBTHMCHHﬁHLIe TEXHOJIOTMU: ayIUOTEXHOJIOIMU, BUACOTEXHOJIOTNU (TeJ'IeKOMMYHI/IKaHI/H/I), KOMIIBIOTCPHBIC
nporpamMmel. [IpenMyiecTBa ¥ BO3MOXKHOCTH HCIIONB30BaHUS MH(DOPMAIMOHHBIX TEXHOJIOTUHA B OOYYEHUW HS
(mpoduabHBIE TIPOTPaMMBI, KOMITBIOTEPHBIC IOPTANbI, MOWCK, OTOOp, 00paboTka W XpaHeHWe WH(OpMaIwmy,
MEXKKYJIbTYpHAsI KOMMYHUKAIIHS U T.1I.)

9. NadopMannmoHHO-KOMMYHHUKAITHOHHBIE TEXHOJIOTHH: 00YICHHE B AJICKTPOHHOM 00pa30BaTEIBHOMN CpeJIe C IIETBI0
pacmmpeHds JOoCTyna K o0pa3oBaTelNbHBIM pecypcaM (TEOpPETHYEeCKH K HEOrpaHWYeHHOMY OOBEMY M CKOPOCTH
JOCTyTa), YBENIWYEHHS KOHTAKTHOTO B3aMMOJEHCTBHA C TPEMOAaBaTeneM, IOCTPOSHHUS WHINBHUIYaTbHBIX
TPaeKTOPHIA MOATOTOBKH M OOBEKTUBHOTO KOHTPOJIS 1 MOHUTOPHHTA 3HAHUIA 00y4JaIOIIHXCSl.

10. TexHomormn KOHTPONSA: TECTUPOBAHWE, BHUABI TECTOB, TPEeOOBaHWUS K TecTaM, WHTEPIPETaIlis
Pe3yIBTATOB,A3BIKOBON MOPT(eENnb, KOMIOHEHTHI SI3BIKOBOTO TOPT(]Ensi, KOHKYPChl W ONMMITHAMIbBI, MOATOTOBKA,
MIPOBEJICHNE, OI[CHUBAHUE.

PA3JEJ 4. YHEBHO-METOANUYECKOE U MATEPUAJIBHO-TEXHUYECKOE
OBECIIEYEHME JJUCHUIIJINHBI

4.1. Pekomenyemas Jqureparypa

1. OcHOBHas1 1UTEpaTypa

ABTODBIL, 3ariasue H3naTenbcTBO, TO
JI1.1 |Hrnarenko, U. . [lIpodeccnonanpHOe dTeHNE HA aHTITUICKOM SI3BIKE = MockBa : MockoBcKuUid
Professional Reading in English: yue6roe mocobue (72 |negarorudeckuii
c.) rOCYAapCTBEHHBIN
yHuBepcurer, 2019
JI1.2 {JlaBpunenko, U. AHIHICKUH S3BIK ISl YIIPABJICHUS IPEATNPUATHEM : Bopounex : BopoHexckuii
10., Kosnora, B. B. |yuebHoe mocobue (90 C.) rOCyIapCTBEHHBIH
TEXHUYECKUI YHUBEPCUTET,
9bC ACB, 2019

2. JlonoJIHUTEJIbHAS JUTEPATypa

| ABTODBI, | 3ariasue | Wz natenscTBO, TON




J2.1

Bonkosa E.A.

English for Public Servants = « AHrmuiickuii 361K ist
roccIyXammx»: y4eOHO-METOANYECKOe TOCO0HE MO
auctuIuinHe «MHOCTpaHHBIN SI3bIK TPOQECCH OHATBHOM
HarpaBJICHHOCTH» Ul 0Oyuaronmxcs 1 Kkypca
00pa30BaTeNbHOI MPOrpaMMbl MATHCTPATYPhI

HamnpasieHus noarotosku 38.04.04 T'ocynapcTBeHHOE U

MYHHUIUIIATBHOE ypaBiieHne (mpoduib
«[ocynapcTBeHHast 1 MyHHIIMTIABHASL CITYK0a»)
3204HOM Qopmbl 00ydeHus (256 c.)

J.2.2

Hukomaesa, E. A.

WHocTpaHHbBIH A3BIK (AHTITHICKUIM S3BIK) !
npodeccroHaIbHO-OPUEHTHPOBAHHAS JICKCUKA !
yuebnoe mocobue (136 C.)

Canxkr-IlerepOypr : CaHKT-
[MerepOyprekuii
rOCy/apCTBEHHBIN
YHUBEPCUTET
MIPOMBILIUIEHHBIX
TEXHOJIOTUN U Ju3aliHa,

2019

JI1.2.3 |llonnasckas, T. B., |Anrnuiickuii s361k. [IpoOieMbl KOMMYHUKAIH: Mocksa : 3narenscTBo
Ceicoena, T. A. yuebHoe ocobue amst By3oB (175 c.) HOpaiir, 2021
3. Meroanyeckne pa3padoTku
ABTOpBHI, 3arma N3narenscTBO, rO1
BUC
JI3.1 OO0ydeHne YTeHUIO Ha HTHOCTPAHHOM SI3BIKE B Mocksa : M3natenscTBO
H. B. barpamoBa | coBpeMeHHOM yHHBepcuTeTe: MmoHorpadus (186 c.) HOpaiir, 2020
[p. ]
JI3.2 WHocTpaHHBIH S3bIK TPOGECCHOHATBLHON Honerk : 'OY BIIO
E. A. Bonkoa HAIPaBJICHHOCTH : METOJMYECKUE PEKOMEHIAIIUH TI0 «JonAYul'Cy», 2023
OpraHU3aIly CaMOCTOSTENLHON paboThl st
obOygarormmxcs 1-To Kypca 00pa3oBaTeIbHOM
MPOrPaMMbIMAarHCTPATYPhl HAIIPABJICHHS MTOJITOTOBKH
38.04.04 «I"ocynapCTBEHHOE M MYHULIAIIATBHOE
yrpasiieHue» 1o npoduiro «[ocynapcTBeHHAs U
MYHHIIMTIATbHAS CTyk0a» 3a09HON POPMBI 00yUIEHHS
(111 ¢)
JI3.3 HHOCTpaHHBINA SA3BIK TPO(ECCHOHATBEHOM Muno6pHayku J{oHeIK:
10.0. MatBenueBa | HaNpaBIEHHOCTH: METOINYCCKAE PEKOMEHIAITIH JIJIS oy BIIO

MIPOBEACHHS MPAKTUIECKUX 3aHATHI JUIs
oOyuarormmxcs 1-ro Kypca o0pa3oBaTeNbHOM
MIPOrpaMMBI MarUCTPATYPhl HaIPaBICHUS
nionrotoBku 38.04.04 «I"ocymapcTBeHHOE H
MYHHUIUTIAJIBHOE YIIPABICHUE» N0 TMPOPIITIO
«[ocymapcTBeHHas! M MyHUIUIIAJIBHAS CITYK0a»

3a04yHOM (hopmbl 00yuenus (11 c.)

«JOHAYUI'Cy, 2023

4.2. IllepevyeHb pecypcoB HH(OPMALMOHHO-TEJEKOMMYHMKALUOHHOI ceTu "UHTepHeT"

MC)KJIYHaPOIIHaH OKOHOMHKA — QaHIJIOA3BIYHBIC

31 | pecypent UR_L: _ _ http://economics-
. . . online.org/theoreninternational.htm
[OnexTpoHHBI pecypc] :  JIEKTPOHHBINA
xypaai. URL:http://economics-
online.org/theoreninternational.htm
English Learner’s Digest [DnexTpoHHbIit
3 pecypce] http://www.twirpx.com/files/languages/english/
3JIEKTPOHHBIN periodic/english_learner_s_digest
xypran.http://www.twirpx.com/files/languages/englis
h/per iodic/english_learner s _digest
33 Englishdyou  [Snextponnbiii  pecype]: http://iloveenglish.ru/magazine

3JIEKTPOHHBII
xypHa.http://iloveenglish.ru/magazine



http://economics-online.org/theoreninternational.htm
http://economics-online.org/theoreninternational.htm
http://economics-/
http://www.twirpx.com/files/languages/english/per
http://www.twirpx.com/files/languages/english/per
http://www.twirpx.com/files/languages/english/
http://iloveenglish.ru/magazine
http://iloveenglish.ru/magazine

4.3. [lepeueHb NPOrpaMMHOro odecreveHust

JIMueH3noHHOe ¥ CBOOOTHO paclpocTpaHseMoe MpOorpaMMHOE OOEClieueHHE, B TOM YHCIEC OTCYSCTBEHHOI'O
MPOU3BO/ICTBA:

JIMneH3noHHOE ¥ CBOOOIHO PACIIPOCTPaHsIEMOE MPOrpaMMHOE 00ECIIeUeHHE, B TOM YHCIIe

OTEYECTBEHHOT' O MTPOU3BOJICTBA!

-Hcnionb3oBaHKe 3JIEKTPOHHBIX MPE3CHTAINI TIPH MPOBEICHUH MPAKTUUCCKUX 3aHSTHIA;

-BHJIC0-aY/INO MaTePHAIIbI;

-OpraHu3alys B3aUMOJICHCTBHUS ¢ 00YUYaIOIMMHUCS TOCPEICTBOM 3JICKTPOHHOM MOYTHI, CKaiila, 4aToB, BEOUHAPOB;
- TUCTAaHIMOHHBIC 3aHATH C HCIONb30BaHHEM HHTEpHET mpuiokennii SKype, Hangouts, Moodle;

-KOMITBIOTEPHOE TECTUPOBAHUE;

-MYJIbTUMEINHBIC 00yYarOIIHe IPOrPaMMBbI:

-Bridge to English. Aurno-pycckuii ropopsituii cinoBapb. OOO «SI3bikoBo# OusHec-nieHTp «HTEeH». 2022.
http://www.lexicool.com/russian-dictionary-translation.asp — Pyccko-aHriuiickuii 1mepeBoji OHJIAH, CIIOBapu U
DECVNCRI

4.4. Ilpo¢eccuonanbHble Ha3bl JAHHBIX M HH(POPMaMOHHbIE CIPABOYHbIE CHCTEMbI

1.  DnexrtponHsiii  pecypc  [pexum  mocryma]URL:  http://www.bbc.co.uk/learningenglish/  narta
obpamenwusi:10.04.2023)

2. DmektpoHHBIi pecypc [pexum moctyma] URL: https://elt.oup.com/?cc=ua&selLanguage=uk mara
obpamenwusi:10.04.2023)

3. Dnextponnsii pecype [pexum moctyma] URL: http://usefulenglish.ru/ mata obpamenwus: 10.04.2023)

4. DmextponHsii pecypc [pexxmm mocryma] URL: http://www.learn-english-today.com/ npata obpatenmus:
10.04.2023)

5. Dnextponuslii pecype [pexum moctyma] URL: https://www.britishcouncil.org/ nata obpamienus: 10.04.2023)

6. Pyccko-anrimiickuii epeBoi oHJIaiiH, cinoBapu u pecypesl URL: http://www.lexicool.com/russian-dictionary
translation.asp —(mata obparenws: 10.04.2023)

7. DnexktpoHHbIi pecype [pesxxum mocryma] URL: https://puzzle-english.com/—(nata obpamenus: 10.04.2023) VII:
38.04.04-PYMC 2021-O®.plx ctp. 11

8. DnexTponubIil pecype [pexxum mocryma] URL: https:/lingualeo.com/ —(nara obparuenwus: 10.04.2023)

4.5. MaTepI/laJIbHO-TeXHH‘leCKOC o0ecnevyeHne TUCIUIIIAHBI

10.1. YueOHas aymuTopus IJIs1 IPOBEACHIS 3aHATHH JIGKIIMOHHOTO THTIA, CEMHHAPCKOTO THIIA, TEKYIIET0 KOHTPOJIS,
TPYIIIOBBIX KOHCYIBTAIIUI U IPOMEKYTOUHOM arTectarum: ayautopust Ne 710 yueOnbrit koprryc Ne 1:

- KOMIIJIEKT MYyJIbTUMEIUITHOrO 000pyJ0BaHUS: HOYTOYK, MyJIbTHMEIUIHBII IIPOEKTOp, IKPaH;

- CTIerMaIn3upoBaHHas MeOelb: pabodee MecTo IpernoaBaTens, padboune Mecta oOydaromuxcs (24), cTanmoHapHast
nmocka, BeikatHas gocka, Windows 8.1Professional x86/64 (axamemuueckas moxmmcka DreamSpark Premium),
LibreOffice 4.3.2.2 (yumensus GNU LGPL v3+ u MPL2.0).

10.2. IlomermeHuss ISl CaMOCTOSTEIBHOW pabOTHl C BO3MOKHOCTHIO TOIKIIOUEeHWs K cetd "HHTepHer" m
obecriedeHreM JOCTYIa B 3JIEKTPOHHYIO HH(OPMALMOHHO 00pa30BaTENbHYIO Cpely OpraHU3alui YU TaJIbHbIC 3aJIbl,
yaeOHbIe Kopmmyca Nel, No6.

KommbroTepHast TexHMKa ¢ BO3MOXKHOCTBIO MOAKIIOUEHHs K ceTh «MHTepHeT» M obecnedueHreM IOCTyHa B
JNEKTPOHHYI  HH(POpPMaNMOHHO-00pazoBaTenbHyio cpeny (DUOC T'OY BIIO  «IOHAYUIC») wu
anekTpoHHoOHOMMoTeunyo  cucremy (DBC  IPRbooks), a Takke BO3MOXXHOCTBIO —HHIMBHIYaJILHOTO
HEOrpaHMYEHHOTO A0CTYIa

ooyuaronmxcs B OBC u DUOC nocpencrBom Wi-Fi ¢ mepconanbHbix MoOHIbHBIX yeTpoiicTB. Cepep: AMD FX
8320/32Ghb(4x8Gh)/4Th(2x2Tb). Ha cepBepe ycraHOBIICHA CBOOOIHO PACIPOCTPAHsIEMas ONEPAMOHHAS CHCTEMA
DEBIAN 10. MS Windows 8.1 (JIumeH3noHHast BepcHst OTepariiOHHON CUCTEMBI

MOATBEp)KIcHA cepTuduKkatamu momuHHOCTH cucteMbl Windows wa xopmyce IIK ), MS Windows XP
(JIntieH3MOHHAs BEPCHSI OTIEPAllHOHHOI CHCTEMBI TIOATBEPIKACHA CepTU(HUKATAMK TOUTHHHOCTH cuctembl Windows
Ha kopmyce 1K ), MS Windows 7 (JIuiieH31OHHas BEpCHs ONEPaiiOHHON CHCTEMBI TIOITBEPXK/ICHA CepTU(UKATAMH
nommuaHOCTH cucteMbl Windows wa kopryce ITK ), MS Office 2007 Russian OLP NL AE (numensun Microsoft Ne
42638778, Ne 44250460), MS Office 2010 Russian (mumensuu Microsoft Ne 47556582, Ne 49048130), MS Office
2013 Russian (munensun Microsoft Ne 61536955, Ne 62509303, Ne 61787009, Ne 63397364), Grub loader for ALT
Linux (muuensuss GNU LGPL v3), Mozilla Firefox (aumenszus MPL2.0), Moodle (Modular Object-Oriented
Dynamic Learning Environment, nmunensuss GNU GPL), IncScape (iuuensust GPL 3.0+), PhotoScape (nmnenzus
GNU GPL), 1C ERP VYII, 1C 3VII (6ecruiatHble oOnavHbIe pemieHus s oO0pa3oBaTeIbHBIX YUYPEKISHHH OT
1Cfresh.com), OnlyOffice 10.0.1 (SaaS, GNU Affero General Public License3).




PA3JIEJI 5. POHJI OHEHOYHbIX CPEJICTB

5.1. KoHTpOJILHBIE BONIPOCHI M 3aIaHUST

1.What should you do to get ahead in your career?

2.What are the ways to improve your career?

3. What are the advantages and disadvantages of civil service?

4.What obligations does a civil servant have?

5.What characterizes a good manager?

6.What are the advantages and disadvantages of each style of management?

7.Conflicts and settlement of them in the organization

8.Personnel policy in the field of public service

9.Personnel policy in the field of municipal service

10.What is risk management?

11.How would you describe your own management style? If you are not a manager, what do you think your
management style would be? What qualities do you think you possess or lack?

12.What are the advantages and disadvantages of each style of management?

13.Would you rather work for a male or female manager? Describe your ideal manager.

14.Discuss an example you know of a company which communicates well with its customers or a company which
communicates badly. What advice would you give to the bad communicator?

15.What makes a good communicator?

5.2. Tembl NMCbMEHHBIX PadOT

1.Features of the specialty "State and municipal administration".
2.Socio-psychological profile of a specialist in the field of state and municipal government.
3.Features of public administration and its difference from other types of governance.
4.The system of local government.

5.State and municipal service.

6.Relations among groups in the organization.

7.Relations among groups in the organization.

8.Conflicts and settlement of them in the organization.

9.The process of improving state and municipal government

10.Personnel policy in the field of public service.

11.Personnel policy in the field of municipal service.

12.Importance of personal ethics.

13.Crisis management: main issues.
14 Risk mananement * how to avoid hiisiness risks

5.3. @oH/ 01IeHOYHBIX CPECTB

®DoHJT OIICHOYHBIX CPEICTB AUCIUILTHHEI "MHOCTpaHHBIH S3BIK TPOoQecCHOHaTLHOM HapaBIeHHOCTH" pa3paboTan
B COOTBETCTBHH C JIOKATHHBIM HOpMaTHBHBIM akToM PI'BOY BO "JIOHAYUI'C".

@DoHJ OIEHOYHBIX CPEICTB MUCIUILINHEI "MHOCTpaHHBIN S3BIK MpodeccHOHaTFHOW HANMPaBICHHOCTH' B TTOJHOM
0o0beMe IIPECTABICH B BUIE IPHIIOKEeHHsI K tanHoMy PILJI.

5.4. IlepeyeHb BUIOB OLIEHOYHBIX CPECTB

CobecenoBaHue - CpEACTBO KOHTPOJISI, OPTaHU30BaHHOE KaK CHenraibHas Oecea mpernoaaBaTens ¢ 00 yJaronumcs
Ha TEMBI, CBS3aHHBIE C N3y9aeMOU MTUCITUILINHON, M PAaCCUNTAHHOE Ha BHISICHEHHE 00beMa 3HAHWN 00yJaroerocs
TI0 OTIPEACTICHHOMY pa3feny, TeMe, IpodIeMe U T.11.

JlucKyccusi - OIEHOUYHBIE CPEICTBA, MO3BOJISIONINE BKIFOUUTH OOYUYAIOMIMXCS B MPOIECC OOCYKISHHUS CIIOPHOTO
BOMpoOca, MPoOJIEMBI U OIEHUTh UX YMEHHE apTyMEHTHPOBAaTh COOCTBEHHYIO TOUKY 3PEHUSL.

Jokmnan, cooOmieHne - MPOIyKT CaMOCTOSITETbHONW paboThl 00yUYaromIerocs, MPeCTABISIONUN co00i myOoIuIHOoe
BBICTYIUICGHHE TI0 TPENCTaBICHUIO TMOMYYEHHBIX PE3YJIbTaTOB PEIICHUS ONMpe/elIeHHOW y4eOHO-TIPaKTHIECKOH,
y4e0HO-MCCIIeA0BATENNFCKON WM HAYYHOH TEMBI.

3ajaHus M0 Je0BOM KOPPECHOHISHIINY TIPH TPyAoycTpoicTBe. [lemoBas rmepenucka mpu TPyJIOyCTPOHCTBE —
0COOBIf BHUJ TNHCHMEHHOW KOMMYHUKAIIMH, BKIIOUYAIONIasi OCOOBbI€ BH[BI IHCEM, OTIMYAIONIMECS CTHUIIEM
W3IIOKEHHUSI, IOPSIKOM OOPMIIEHHUS U AP. OCOOCHHOCTSIMH.

Occe - CpPeACTBO, TMO3BOISIONIEE OICHUTh yMEHUE OOYy4Yaromlerocs MHCHMEHHO W3JaraTh  CyTh
MTOCTaBJICHHONIIPOOIEMBI, CAMOCTOSTEIHHO TIPOBOUTH aHAIN3 3TON MPOOJIEMBI C HCIIOIB30BAHUEM KOHIICTIIUN |
AHATUTUYECKOTO WHCTPYMEHTApUsi COOTBETCTBYIOIIEH IMCIHIUIMHEL, JeNaTh BEIBOIBI, 000OIIAOIINE aBTOPCKYIO
MTO3UIIHIO 110 TIOCTABJIEHHOW TIpodeme.

TecToBble 3aJaHUd - CHCTEMa CTAaHJAPTU3UPOBAHHBIX  3aJlaHUM, TMO3BOJSIONIAS  AaBTOMATU3MPOBATH
MPOIEAYPYU3MEPEHUST YPOBHS 3HAHUN U YMEHH 00y4aroIerocs.

KoHTponbHbBIC 3aJJaHUS - CPEACTBO IPOBEPKU YMCHUN IPUMEHSTH OJIYYCHHBIC 3HAHMS ISl PEIISHUS 33 JaHUH




|OHD6Z{€H€HHOI‘O THIIA 110 TEMC MJIM Pa3acily.

PA3JIEJ 6. CPEACTBA AJJAIITAIIMU ITPEITIOJABAHUSA JUCHUIIVIMHBI K
HOTPEBHOCTAM JIMI] C OTPAHUYEHHBIMHU BO3MOXHOCTAMMU 310POBbS

B crmyyae HeoOXoauMocCTH, 00YYarOMMMCsl M3 YHCIa JIML C OrPaHUYEHHBIMH BO3MOXKHOCTSIMH 37I0pOBBs (IO
3aBIICHUIO 00YYarOIIErocsl) MOTYT MPeIaraTbCsl OAHU U3 CICAYIOMINX BAPHAHTOB BOCTIPUATHS HHPOpMAIHU C
YYETOM WX WHAWBUAYAIBHBIX ICHXOU3NICCKIX OCOOCHHOCTEMH:

1) c mpuMeHeHUeM AIIEKTPOHHOT0 00YUYESHHUS M TUCTAHIIMOHHBIX TEXHOJIOTHH.

2) c MpUMEHEHHEM CIEHAIBLHOro 000pYyAOBaHMS (TEXHHWKH) W MPOrPAaMMHOIO 0OECHeUeHHs, UMEIOINXCs B
OI'bOY BO "JOHAVYUI'C".

B mporecce 00ydeHus mpu HEOOXOAUMOCTH LTS JIUII C HAPYIICHUSIMH 3PEHHSI, CITyXa U OMOPHO-IBUTATEIILHOTO
amnmapaTa MpeIoCTaBISIOTCS CIeNYIOIINe YCIOBUS:

- A7 ML ¢ HApYIICHUSIMHU 3pEeHUs: yuyeOHO-MEeTonuYecKue MaTepHuajbl B Me4aTHOH (opMme yBeIWdeHHBIM
mpudToM; B (PopMe IIEKTPOHHOTO JOKyMeHTa; B (opme aymuodaiina (mepeBoj y4eOHBIX MaTepuaoB B
ayauoQopMart); WHAWBUIYaIbHbBIE 3aJJaHHSI U KOHCYJIbTAIHH.

- NS JHIl ¢ HApyIIeHWAMH ciyXa: ydeOHO-MeTojnyeckue MaTepuaibl B TedaTHoH Qopme; B Qopme
AJIEKTPOHHOTO JOKYMEHTA; BHJIEOMaTEpUaIIbl C CYOTUTpaMH; HHAWBUAYaIbHbIE KOHCYJIBTAIIMY C IPUBIICYCHUEM
CYpJOTIepEeBOIUNKA; UHANBU/IyaJIbHbIC 3aaHUS] U KOHCYJIBTAIINH.

- JUISl JIUT C HAPYIICHUSIMHA OIOPHO-JIBUTATENLHOTO arnmapaTa: yaeOHO-METOAMYEeCKue MaTepralbl B IIe4aTHON
(bopme; B popMe dIIEKTPOHHOr0 JOKYMEHTA; B (popme ayarodaiiyia; MHANBUIYAILHBIE 3a1aHNUs] 1 KOHCYILTAIHH.

PA3JEJ 7. METOANYECKHUE YKA3ZAHUA JJISA OBYYAIOHIUXCA ITO YCBOEHHIO

JAACIHUITIINHBI
CamocrostensHas  pabora o0yJarorerocs - Heo0XoIuMoe YCIIOBHE YCBOCHHSI
WHOCTPAHHOTI'O SI3bIKA. st ycrenmrHoro OCBOGHHSI Kypca OOYYarOIIMMCS CIEAYET MPUIEPIKUBATHCS

CIAEIYIOMMNX PEKOMEHTaIlH:
1.3aHMMAaTbCS WHOCTPAHHBIM SI3BIKOM DETYJSIPHO, TaK KaK CHCTEMAaTHYeCKHE 3aHSITHS CIOCOOCTBYIOT
YCIIENTHOMY YCBOGHHMIO MaTepuaia, a TakKe BBITONHATH BCE 3aJaHUS W TMPHIEPKUBATHCS PEKOMEHIAIHA
MIpPETIo1aBaTesl.
2.Bectu nmuHble 3ammcH (CIOBapb, 3aMETKHA PA3IMYHOTO BH/A), KOTOPHIE MO3BOJISIOT HCIIONB30BAaTh WX B
KadecTBe CIIPABOYHOI'O MaTepHalia 1 HEOJHOKPATHO K HUM BO3BPAIATHCS.
3.1Ipu moaroToBKe 3aJaHMil IO YTEHHIO, CIIEAYET MOJIb30BAThCS CIOBApSAMH, BBITUCHIBAsS BCE HE3HAKOMBIS
cnoBa. OHM TIOMOTYT Haj JanpHeimell pabotoil Hany TexcroMm. [locime mpodTteHHs TeKcTa HEOOXOIUMO
BBITIOJTHUTP 33JaHAA, TPUIAralonuecss K HEMy ISl POBEPKH MMOHUMAaHUS €r0 COIEPKaHUS U TIPOBEPUTH ceOs
10 KITFOYaM.

4. Ilpucrymas k paboTe HaJ MPOCITYIIMBAaHIUEM TEKCTa, HE0OXOANMO, IPEXKIE BCET0, 03HAKOMHUTHCS C 3aJaHUEM
U TIPOCMOTPETh €ro cojaepxanue. llocie mepBOro mNpOCTYIIMBAaHWS BBIIONHSIOTCS 3aJaHUS Ha oOIee
MMOHNMaHWe

5. Bce ycTHBIE COOOMIEHNS NOMKHBI MMETh BCTYIUIEHHE, OCHOBHYIO 4acTh M 3akmtodeHue. [Ipu moaroroBke
YCTHBIX COOOIIEHHUI CIIeAyeT THIATEIhHO OTPENEeTUPOBATh CBOE BBICTYIUIEHHWE: BHIYYHUTH HOBBIE CIIOBA M WX
MIPOM3HOIIIEHHE, TIPOIYMAaTh HHTOHAIIUIO, TTay3bl, )KECTHI U.T.N. [Ipyu ncmons30BaHIY HATTISAHBIX cpeacTB (Power
Point, kapTHHKY, HAAMMCH) TIPUACPKUBATHCS OOLTIX MPABHII MX COCTABJIEHUS U HCIIOIB30BaHUS.

6. Kak m ycTHBIE cOOOIIEHUs, TBOPUYECKNE MUCHMEHHbBIE 3aaHns (COYMHEHHs, dCCe, MUChMa, aHHOTAIHH),
AMEIOT CIENyIONIYI0 CXEeMy: BCTYIUIEHHE, OCHOBHAas 4YacTh, 3aKIIOYEHHE, KOTOPOH CJIEQyeT CTpOro
MIPUICPKUBAThCA. Bce MUChMEHHBIE 3alaHus, BKIIOYAs YIPAXXKHEHUS, BCErla CJemyeT MpPeAOoCTaBiIsATh Ha
MIPOBEPKY MPETIOIaBATEIIO C IENBI0 UCIIPABIICHUS OMIMOOK U UX aHAJIM3a.
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PA3JIEJI 1.
HACHOPT ®OHJA OLIEHOYHBIX CPEACTB
no y4eOHoi qucuumianue (Moay./a10) « AHOCTPaHHBIH A3BIK
npodeccuoHAIbHOH HANPABJIEHHOCTH»

1.1. OcHoBHBIE cBeeHUs 00 YUeOHOH TUCHMILIMHE

Tabnuma 1
XapakTepucTrKa yaeOHO! UCIUTUINHBI
(cBenenust cooTBETCTBYIOT pazaeny PITY )
O6pazoBarenbHas mporpaMma MarucTpaTypbl
Hamnpasnenue nmoAroToBku 38.04.04. «I'ocynapcTBEHHOE U MYHUITUIIATLHOE
yIpaBJICHUE)

[Ipoduib «["ocynapcTBeHHas 1 MyHUIIMNIAIbHAS CITYK0a»
KonunuectBo pas3zenos
JUCIATLTNHBI 4
Yactb 00pazoBaTenbHON JucnumianHa 00s3aTeNbHOM YacTH
MIPOTPaMMBI
@OpMBI TEKYILIETO KOHTPOJIS Tekymuil KOHTPOJb: YCTHBIN ONpPOC, TECTOBBIE 3a/IaHUS,

poJieBasi urpa, codeceoBaHue, TUCKYCCHsI, cce, IeT0Bast
KOPPECTIOHICHITHSI, KOHTPOJIb 3HAHUH 110 pa3ey

[Tokazatenu 3aouHas popma oOyueHus

KonnuecTBo 3a4eTHBIX €IUHUIL

(KpeauToR) 4
Cemectp

1,2
Oowan mpyooemkocmup
(akadem. uacos) 144
Ayoumopnasn KOHmMaKmuasn
paboma:
[IpakTuueckue 3aHATUS

6/6
CamocrosrenpHas paboTta

58/58

Koncynbramumn

4/4
KonTpoib

4/4
®opma IIPOMEKYTOUHON

aTTCCTalluu 3aueT/3aueT




1.2. IlepeyeHp KOMIETEHIHH ¢ YyKa3aHHeM 3TanoB (OPMUPOBaHUSI B Ipolecce

OCBOCHHS 00pa30BaTEJbHOM NPOrPaMMBbI

[IepedyeHb KOMIETEHIHI U UX 3JIEMEHTOB

Tabmauua 2

Kowmrie-
TCHIIUS

HNuaukatop
KOMIIETECHIIMH U €ro
(dopmynupoBka

OneMeHThl HHIUKaTopa
KOMIIETEHIUHU

Wnnexc
JJIeMEHTa

YK 4.1

ApPryMeHTHPOBaHHO
1 KOHCTPYKTUBHO
OTCTaMBaeT CBOU
TTO3UINH U UIEH B
aKaJIeMUYEeCKUX U

npodeccruoHambHbBIX

TICKYCCHUSIX Ha
MHOCTPAHHOM SI3bIKE

Sname:

1. - UHOSI3BIYHYIO JICKCUKY ¥ TEPMHHOJIOTHIO JUIS yYaCTHsI B
ITMCKYCCHSIX U TIPO(ECCHOHAILHOM O0IICHUN

YK4.13-1

?. - THOSI3BIYHYIO JICKCUKY U TEPMHUHOJIOTHIO JIUIsl y4acTHUs B
ITMCKYCCHSIX U TIPO(ECCHOHAILHOM OOIIICHUN

YK4.13-2

3. - UHOSI3BIYHYIO JICKCUKY U TEPMHUHOJIOTHIO JIUISl Y4acTHUs B
ITMCKYCCHSIX U TIPO(ECCUOHAILHOM OOIICHUN - PETHCTPhI
O(QHUIIMATEHOTO U HEOPHUIIMATILHOTO OOIIEHUS, - OCOOCHHOCTH
1yOJIMYHBIX BRICTYIUICHUH U IIPUEMBI BEIEHHUS IUCKYCCHI Ha
mpodeccroHaIbHBIC TEMBI

YK 4.13-3

Ymemsn:

1. - yOex1aTh, HACTaMBaTh Ha CBOCH MO3UITUN, OOBSICHSATH CBOIO
TOYKY 3pEHUS HAa MHOCTPAHHOM SI3bIKE C HCIIOIH30BAHUEM
mpodeccrnoHaTbHOM JTSKCUKHA W TEPMUHOJIOTHH

YK4.1V-1

?. - yOex1aTh, HACTAUBATh HAa CBOEH MO3UIIMU, OOBSICHSATH CBOIO
TOYKY 3pEHUS HAa MHOCTPAHHOM SI3BIKE C HCIIOIH30BAHUEM
podheCCHOHAIBHOM - BeCTH MPO(ECCHOHATBHYIO TUCKYCCHIO

YK4.1V-2

3. - yOex1aTh, HACTaUBaTh HA CBOCH IMO3HUIIMH, OOBICHITH CBOKO
TOYKY 3PEHHUS HAMHOCTPAHHOM SI3bIKE C HCIIOb30BAHHEM
podheCCHOHANBHOM JISKCUKH M TEPMUHOJIOTHH - BECTH

PO eCCHOHANBHYIO AUCKYCCHIO; - OCYILECTBIIATD MyOIHYHbIC
BHICTYTUICHUSI B TIpezieax MpodecCHOHaIbHOW TEMATHKH -
yIMTHIBATH COIOKYIBTYPHBIC OCOOCHHOCTH OOIICHMS,
MCITONTb30BAaTh COOTBETCTBYIOIIUE SI3BIKOBBIC CPEICTBA
OOIIICHMS

YK4.1 V-3

Brnaoemyp:
1. - cmocobaMy BeieHWs UCKYCCHH Ha TTpodecCHOHATbHBIE
TEMBI HTHOCTPAHHOM SI3BIKE

YK4.1B-1

2. - cmocobaMu BeieHUs AUCKYCCHH Ha TTPodecCHOHAbHBIC
TEMBI HHOCTPAHHOM SI3bIKE - (DYHKIIHOHAJIBHBIM SI3BIKOM JUIS
ApryMEHTaIM{, YMEHUSMH OTCTOSITh CBOIO TOYKY 3pEHHUS,
[yOeK1aTh U T.1.

YK 4.1B-2

3. -criocobamu BefieHHs Oece/bl U AUCKYCCHH Ha MHOCTPaHHOM
S3bIKE - (DYHKIIMOHAIBHBIM S3BIKOM JUISl apTyMEHTAINH,
[YMEHUS OTCTOSITH CBOIO TOUKY 3peHus, yOXKaTh U T.JI. -
CIIOCOOHOCTSIMH aHaJIM3UPOBATH MPOCITYIIAHHYIO HH(POPMAIIUIO
/1 BBEIIBUTATh HJICH, IPEUTOKECHUS

YK 4.1 B-3

YK 4.2

Ocy1ecTBIsIET TOUCK
HMHOS3BIYHBIX
MaTepHaJoB,
MIEPEBOANT U
peAaKTHpYET

pa3inuyHbIe
aKaJIeMHUECKHE,

Bramp:

1. - 0cOOEHHOCTH pabOThI C MHOSI3BIYHBIMH OHJIAWH CIIOBAPSIMU
M CIpaBOYHBIMHU PECypcamy;

YK4.23-1

2. - 0COOEHHOCTH pa60TBI C MHOS3BIYHBIMU OHJIAMH CJIOBaApssMU
1 CIIPaBOYHBIMU peCypCaMU; - 3HACT OCHOBHLIC (bOpMaTBI
MXUCBbMCHHBIX TCKCTOB: ACIOBBIX ITHCEM, aHHOTaHHfI,

edepaToB, cTaTel, acce

VK 4.2 3-2




Kowmrie-
TEHIUI

WNupukarop
KOMIIETECHIIMH U €ro
(dbopMynupoBKka

DJIEMEHTBI HUHAUKATOpa
KOMIICTCHIIM KN

Wnnexc
3JIeMeHTa

npoghecCrOHaIbHEIE,
JICTIOBBIE TEKCTHI C
HCIIOJIb30BaHUEM
COBPEMEHHBIX
MH(OPMAITMOHHBIX
TEXHOJIOTUHN U

pecypcos

3. - 0cOOEHHOCTH Pa0OTHI C MHOSI3BIYHBIMU OHJIAHH CIIOBapsMY|
M CIPaBOYHBIMU PECypcaMM; - 3HACT OCHOBHBIC (OPMATHI
MUCbMEHHBIX  TEKCTOB:  JIEJIOBBIX  IHCEM, AHHOTALIHM,
pedeparos, crareii, scce

- CIIOCOOBI U MPUEMBI PEAKTUPOBAHUS UHOSI3BIYHBIX TEKCTOB C
MCIIOJIb30BAHUEM  JBYS3BIYHBIX, TOJKOBBIX  CIIOBApEW,
CIIPaBOYHUKOB, BKJIFOYasi COBPEMEHHBIE OHJIANH TEXHOJIOTHUH.

VK 4.2 3-3

Ymems:

1. - mepeBOAWTh C WHOCTPAHHOTO $3bIKA HA PYCCKUHN
HpO(beCCI/IOHa.HBHBIe TEKCTBI C UCITIOJIB30BAHUEM ABYA3SBIYHBIX U
[TOJIKOBBIX CJIOBApeil;

YK4.2V-1

2. - TEpeBOIUTh C HWHOCTPAHHOIO S3blKa HA PYCCKUH C
MCII0JIb30BAHUEM JIBYA3BIYHBIX U TOJKOBBIX CIIOBapew;

- penakTUpoBaTh MPO(ECCHOHANBHBIE TEKCThl  (JEIOBYIO
ITOKYMEHTAIIMIO, TE3MChI, CTaTbU) HAa HHOCTPAHHOM S3bIKE C
lyaeroMm ux ¢opmara.

YK4.2V-2

3. - NEpeBOIUTh C HHOCTPAHHOIO S3blKa HA PYCCKUH C
MCIIOIH30BAHUEM JIBYS3BIYHBIX U TOJKOBBIX CIIOBApEH;

- pemaKTHPOBaTh MPOGECCHOHATBHBIE TEKCTHI (CTaThH, 0030PHI
Ha  TpodeCCHOHAIBHONH, HAyJYHOW W  aKaJeMHYEeCKOH
HAMpaBJICHHOCTH) HAa WHOCTPAHHOM S3BIKE C YyYETOM UX|
(dhopmara.

- TcaTh Npo(hecCHOHAIBHO HANPAaBJICHHBIE TEKCTHI (JIETOBBIE
MMChMa, TE3UCHI, CTaThH) HA HHOCTPAHHOM SI3bIKE C YUETOM HX]
(hopmata

YK4.2V-3

\Bnaoems:

1. - S3BIKOBBIMH YMCHHUSIMH IepeBoja MpodeccHOoHaIbHO)
HaITpaBIEHHBIX TEKCTOB C MHOCTPAHHOTO SI3bIKA

YK4.2B-1

2. - SA3BIKOBBIMH YMEHHWSMH JUIsI TEPEeBOJa C HHOCTPAHHOI'O
SI3BIKa HA PYCCKHHA W C PYCCKOTO HAa MHOCTPAHHBIA 3aJaHHBIX
mpohecCHOHATBHBIX TEKCTOB; - AaHAIM3UPOBATH COMEPIKAHUE
MHOSI3BIYHBIX ~ TEKCTOB W W3BIEKaTh  HEOOXOIUMYIO
MH(OpPMAIUIO AJIsl BBITOJITHEHHSI OTPEACTICHHBIX 3aIaHIH

YK 4.2 B-2

3. - S3BIKOBBIMH YMEHHUSIMH IUISl TIEPEBOJIa C HMHOCTPAHHOTO

SI3bIKa Ha PYCCKHH M C PYyCCKOrO Ha WHOCTPAHHBIA 3aJaHHBIX

npodecCHOHANBHBIX ~ TEKCTOB, -  yMETh  IOJIb30BAThCS

MH(OPMAITMOHHBIMA pecypcamu TUTS paboThI v

npodeccnoHaIbHO HAPaBICHHBIMH TEKCTaMH ( [TOWCK, aHAJN3,
eIAKTHPOBAHNE, HAITNICAHHE

YK 4.2 B-3

OIIK
8.1

Ocy1iecTBisieT
MEKBEIOMCTBEHHBIE
KOMMYHHKAIIMH B
cucreMe MyOJIMYHOro
YIpaBiIEHHs], @ TAKXKE
KOMMYHHKALINU
MyOJIMYHBIX OPraHOB
c
HErocyJapCTBEHHBIM
Y UHCTUTYTaMH U
rpakaHaMu, B TOM
YHCIIe Ha
MHOCTPAHHOM SI3bIKE

Snamo:

1- WHOCTpaHHBIN SI3BIK B 00beMe, HeOOXOAUMOM OOIIeHHs Ha
00IleM W JICJIOBOM  YpPOBHE W JUIsl  TMOJYYCHUS
MpodheCCHOHANBHOM WH(pOpMAIIH u3 3apyOeKHBIX
ICTOYHUKOB;

OIIK 8.1 3-1

2- MHOCTpaHHBIA S3bIK B 00bEMe, HEOOXOJMMOM OOIIEHUS Ha
0OIleM W JIENOBOM  YpPOBHE W JUIsl  TMOJYYCHUS
npodeccroHaIbHON nHpOpPMaLH u3 3apyOeXKHBIX
MICTOYHHUKOB; - JIGJIOBYIO JIGKCUKY WHOCTPAaHHOTO SI3bIKa B
0OBbEME, HEOOXOIUMOM 1T OOIIEHHS,

OIIK 8.1 3-2

3-- MHOCTpaHHBIN SI3BIK B 00beMe, HEOOXOJMMOM OOIIEeHUS Ha)
oOIIleM ¥ JeMOBOM ~ YpOBHE WM JUISl  TIOJYYCHUS

npodeccroHaIbHON nHpOpMaLH u3 3apyOeKHBIX

OIIK 8.1 3-3




Kowmrie-
TEHIUI

HNuaukatop
KOMIIETECHIIMH U €ro
(dbopMynupoBKka

DJIEMEHTBI HUHAUKATOpa
KOMIICTCHIIM KN

Wnnexc
3JIeMeHTa

MCTOYHHKOB; - JCIOBYIO JIEKCHKY HMHOCTPAaHHOTO SI3bIKa B
00beMe, HEOOXOAMMOM il OOIICHHWsS, YTCHUS U IepeBona
MHOS3BIYHBIX TEKCTOB MPO(ECCHOHATBHON HAPaBICHHOCTH; -
COLMOKYJIbTYPHBIE ~ OCOOCHHOCTH  PEUEBOr0  OOIICHUS
[Tpe/ICTAaBUTENEN Pa3IMUHbIX CTPAH

Ymems:

1. - wucnomb3oBaTh NPO(ECCHOHATIBHYI0 TEPMHHOJOTHIO U
IICTIOBYIO JICKCHKY, HEOOXOIMMYIO Uil MPO(EeCCHOHATBLHOIO
OOIIIEHYSI B YCTHOM M MMCbMEHHOW (hopMe;

OIIK 8.1 V-1

?. - wucnonb3oBaTh NPO(ECCHOHATIBHYIO TEPMHHOJOTHIO U
IICJIOBYIO JICKCHKY, HEOOXOIAMMYIO Ui TPO(EeCCHOHATBLHOIO
0OIIIEHHSI B YCTHOH M MUCHbMEHHOM (OpMe; - BECTH MMCbMEHHOE
00IIIeHIE Ha aHTIIMICKOM SI3bIKE, COCTABIISITh JIEJIOBbIE THChMa

OIIK 8.1 ¥V-2

3. - HCHonb30BaTh MPOQECCHOHANBHYIO  TEPMHHOJIOTHIO
HEOOXOAUMYIO JUTS PO ECCHOHANBHOIO OOIIEHUSI B YCTHOH U
CbMEHHOW (opMe; - BECTH NHCbMEHHOE OOIIeHHe Ha
AHTIINHCKOM SI3BIKEC, COCTAaBJIATH JCIIOBBIC nucbMa, -
IMOJATr0TaBJIMBATh W BBICTYNIaTh C AOKJIagaMH, NPE3CHTAILUAMU,
OIIMCBIBATE TCHACHIIUU Pa3BUTUMA KOMHaHHﬁ, npeaCTaBJICHHBIX
rpagudeckd ¢ Y9EeTOM COIHUOKYJIBTYPHBIX OCOOCHHOCTEH
00 1IIeH IS

OIIK 8.1 ¥V-3

\Bnaoems:

1-- HaBBIKAMH W YMCHHSMH PEYCBOH JICSITENBHOCTH Ha
MHOCTPAHHOM S3BIKE (IMMCHMO, TOBOPCHHE, ayAWpOBaHWE) HAa
rmpodeccroHaTbHOM YPOBHE;

OIIK 8.1 B-1

2- - HaBBIKAMM M YMEHISIMA PEYEBOU JICATEIHHOCTH (UTCHUE,
MMICHMO, TOBOPCHHE,ayIUPOBAaHNE) HAa MPOPECCHOHAIEHOM
[YpOBHE; - YMEHUSAMU 0o0pabaThIBaTh JIETTOBYIO
KOPPECIIOHACHITMIO HAa WHOCTPAHHOM SI3bIKE H TMPHUHUMATH
COOTBETCTBYIOIIME  pelieHus (OTBETHTh, TEPCHAINPABUTH,
TIEPEBECTH | T.1I.)

OIIK 8.1 B-2

3 -- HaBBIKAMH M YMEHHSMHU PEUCBOM JIEATENLHOCTH (YTEHUE,
MICHMO, TOBOPEHWE,ayAHpPOBaHHME) Ha NPOQPecCHOHATFEHOM
[YPOBHE; - YMEHUSAMU 00pabaTrIBaTh bi () (01:3% )
KOPPECTIOH/ICHIIMIO HAa HMHOCTPAHHOM S3bIKE HWIPUHHMATH
COOTBETCTBYIOIIME  pellieHus  (OTBETUTh, IEPCHAIPABUTH,
MepeBeCTH W T.J.) - HABBIKAMH W YMCHUSAMH ITyOJNYHBIX
BHICTYIUIGHWI ~ Ha  MHOCTPAHHOM  SI3BIKE C  YUYETOM

COLIOKYJIbTYPHBIX OCOOEHHOCTEN ayAUTOPHH,

OIIK 8.1 B-3

Tabmuma 3

Jransl GopMHPOBAHHMA KOMIIETEHIMH B IIPoLecce 0CBOCHUSI OCHOBHOM

o0pa3oBaTeIbHON NMPOIrPaMMBbI

KoHnTpoaupyemsie Kon HaumenoBanue

paszaensl (TeMbI)

yueOHOM

JUCLHUILINHEI

Howmep
ceMecTpal

(WU ee 4acTH)

KOHTPOJIMPYEMOM OLICHOYHOTO
KOMIIETEHIINH CpeacTBa

aznest.1 'ocynapcTBeHHOE U

YK 4.1, YK 4.2, | CobecenoBanue, qUCKyCCHs,
MYHUIUIIATIBHOE YIIPABICHUE OIIK 8.1 JIeJI0Basi KOPPECIOHACHIUS,




IKOHTPAKThI

Kontponupyemsie Kon HanmenoBanue
Ne Howmep .
paznensl (TeMbl) KOHTPOJUPYEMOU OLIEHOYHOTO
I1/11 . cemMecTpal
yueOHOM KOMITETCHITUHU cpeiacTBa
JUCLUIIINHBI (unu ee yacTH)
Tema 1.1. I'ocymapcTBeHHOE 1 YCTHBIN OIIPOC, TECTOBBIE 3aJaHUS
MYHHUITUTIATIFHOE YIIPaBICHUE
[Pazgen.1 CobecenoBanue, TUCKycCus,
["ocymapcTBeHHOE U JIeIIOBasi KOPPECIIOHICHITHS,
o MYHUIHNAIEHOE YIPABICHHE 1 YK 4.1, YK 4.2 TECTOBBIE 33JIaHUS
OIIK 8.1
[Tema 1.2. PernonansHoe
yTIpaBJICHUE
[Paznen 2. [IpodeccuonanbHbie ColecenoBanue, AenoBas
11 THYHOCTHBIC KauecTBa VK 4.1, VK 42 KOPPECTIOHICHIIHSI, Tef:TOBBIe
3 [ynpaBnenna 1 OIIK 8.1 3aJlaHus, 3CCe, YCTHBIN Ompoc,
[Tema 2.1 YcrpoiicTBo Ha cooO1eHne, AUCKYCCHs
paboTy. CocTaBiieHHE pe3toMe
[Paznen 2. [IpodeccronanbHbIe CobecenoBanue, AemoBas
1 THYHOCTHBIC KauecTBa VK 4.1, VK 42, KOPPECTIOHICHIINSI, T%CTOBBIG
4 |ympaBJieHIIa 1 OIIK 8.1 3aJlaHusl, 3CCe, YCTHBIN OMpoc,
Tema 2.2 Iloaroroska K cooO11eHne, AUCKYCCHs
cOOECEIOBAHUIO
[Paznen 3./lenoBbie BCTpeun 1 CobecenoBanue, AeI0Bas
KOHTAKTEI VK 4.1, YK 4.2 | xoppecnoHJEHIIMS, TECTOBBIE
5 2 .
[Tema 3.1. JlenoBbie BCTpeun 1 OIIK 8.1 3a/1aHus, 3CCe, YCTHBIN Ompoc,
KOHTAKThI cooO1eHne, AUCKYCCHs
[Paznen 3. [lenoBbie BCTpeuu u CobecenoBanue, Ae10Bast
6 KOHTAKTEI 5 YK 4.1, YK 4.2 | xoppecnoHACHIIUS, TECTOBBIE
Tema 3.2. JlenoBas OIIK 8.1 3aJaHMs, 9CCE, COOOIEHUE,
MUChbMEHHAs! KOMMYHHKAIUS JUCKYCCHUS
[Paznen 4. MexayHapoaHbIe CobecenoBanue, Ae0Bas
7 KOHTaKThl yIIPaBJICHLA 5 VK 4.1, YK 4.2 | xoppecnoHJeHIIHs, TECTOBbIC
[Tema 4.1 MexayHapoiHbIe OIIK 8 3aJaHMs, dCCe, COOOIIEHHE,
[IEPETOBOPBHI. JUCKYCCHUS
[Paznen 4. MexxayHapoaHbie CobecenoBanue, nenoBas
g [COHTAKTEL YIIPaBICHLA 5 YK 4.1, VK 4.2 | KOoppecioHAEHLINS, TECTOBBIE
[Tema 4.2 MexayHapoiHbIe OIIK 8.1 3aJlaHMs, dCCE, COOOIIEHHE,

AUCKYCCUA

PA3JIEJ 2. TEKYILIMIA KOHTPOJb MO JUCLUAIIIMHE (MOJYJIIO)

TCKYH_IHﬁ KOHTPOJIb 3HAHUI HUCTIOJIB3YCTCA IJId OIICPAaTUBHOIO U PEryIAPHOTIO YIIPABJIICHUA

y4eOHOM MesSTeNbHOCTHIO (B TOM YHCIIE CAMOCTOSTEILHON paboTOil) 00ydaronuxcs.




B ycnoBusx GayuibHO-PEHTHHIOBOI CHCTEMBI KOHTPOJISA PE3yIbTaThl TEKYIIETO OICHUBAHUS
oOyyJaromerocsi HMCHONB3YIOTCS Kak IOKa3aTeldb ero TeKymero peWtuHra. Tekymuil KOHTPOJb
YCIIEBAEMOCTU OCYIIECTBIIIETCS B TEUEHUE CEMECTpPa, B XOJI€ MOBCEAHEBHOW y4eOHOH paboThl MO
WHIMBUAYyQIbHOM WHMIMATUBE IIpenogasaresid. JlaHHBIM  BUJ ~ KOHTPOJISL CTUMYJIHMPYET Yy
oOyJaromerocsi CTpEeMJIGHHE K CHCTEMaTHYECKOW CaMOCTOSATENBHOW paboTe 10 HU3yUYCHHUIO
JTUCIUTUTUHBI (MOIYJIS).

Tab6auua 2.1

Pacnipenenenne 6aisioB mo BuaaM yueOHON AeSITETbHOCTH
(OamIbHO-PEUTHHTOBAS CUCTEMA)

HanmenoBanme Bun 3aganus
Paszierta/Teus 113 Bcero | K3P | CP | U3
YP | T3 JK €] 3a TeEMy
P.1.T.1.1 2 1 1 1 5 5 5
P.1.T.1.2 2 1 1 1 5
P.2.T.2.1 2 1 1 1 5 5 20
P2T.22 2 1 1 1 5 5
P.3.T.3.1 2 1 1 1 5 5
P.3.T.3.2 2 1 1 1 5 5
P4T.A4.1 2 1 1 1 5 5
P4T.42 5 | 1 1 1 5 5
Hroro: 1006 16 8 8 8 40 20 20 20

[13 — nmpakTHUyecKoe 3aHATHE;

VP — ycTHas peds (YCTHBIN ompoc, coOeceioBaHue, COOOIIECHHE, TUCKYCCHS)
T3 - TecToBEIE 3aMaHU

JK — nenoBas KoppeCnoHACHIIUS;

9 - acce;

K3P — xonTposis 3Hanuit no Pazaeny;

CP — camocrosiTensHas pabota 0Oy4aromerocs;

N3 — unauBuayansHOE 3a1aHNUE.

2.1 PexoMeHganMu 110 OLEHUBAHUIO YCTHBIX OTBETOB 00Y4aKOIIHUXCS

C uenp0 KOHTPOJsL YCBOGHUS NPOWJIEHHOTO Marepuaia M ONpEACNICHUs YPOBHS
MOATOTOBJICHHOCTH OOydYaloIUXCsl K M3YYEHUI0O HOBOW TEMBbl B Hayalle KaXKJOTO MPAKTHYECKOTO
3aHSTHUS TIPENoJiaBaTeleM MPOBOJUTCS WHAMBHIYaTbHBIM WM (DPOHTATBHBIA YCTHBIM ONpOC IO
BBITIOJTHEHHBIM 33JaHUSAM TIPEAbIAYIIEH TEMBI.

Kpurtepun onenuBanus:

Humepakyus (KOHTAKT ¢ 3K3aMEHATOPOM W/WJIH MMAPTHEPOM TI0 BHICKA3bIBAHUIO);

Copgepxanne (MOHMMaHUE 3a7aud, PACKPBITUE TEMbI, BBICKA3bIBAaHHE COOCTBEHHOTO MHEHHS,

H,Z[efl, MMPOSABJICHUEC OPUTMHAJIbBHOCTH MLICJ'II/I);



becnocmv u ceasnocmsv peuu (UCIOJIB30BAHME CBA3YIOIIMX 3JEMEHTOB pPEYH, HANOMATHUYECKUX
000pOTOB, MPABHIBHO BBIOPAHHBIX JIGKCHYECKUX €IUHHII, KOPPEKTHBIX I'PAMMAaTHYECKUX CTPYKTYP,
mo6oe KojeOaHHe B PEYH CBSA3aHO C COAEP)KaHUEM, a HE C MOMCKOM CJIOB WJIM COOTBETCTBYIOIIMX
IrpaMMAaTUYECKUX SBJICHUH.

Cnosapuwiii 3anac (cBo0OJa ¥ THOKOCTh B MCIOJIB30BAHUU CIIOB, BBIPAKCHHH, JICKCHUSCKUX
CTPYKTYp, YCTOMUUBBIX BBIpAXKEHUI);

I'pammamuxa  (ACIOJIB30BAaHWE  IIMPOKOIO  CIEKTpa TIpaMMaTUYECKUX KOHCTPYKLUH,
MpaBUWJIbHOE YIOTPEOIEHUE YacTeil peun).
OneHka «OTJIMYHO» CTaBUTCS, €CIIM 00yUarOLIUICS:
-ciocoOeH BecTu Oeceqy MO TMPEIIOKEHHOW TeMaTHKe (JMaJOTUYECKOe M MOHOJOTHYECKOe
BBICKa3bIBaHUS1) B HOPMAJIbHOM TEMIIE;
- JIEMOHCTpUPYET MIUPOKUU CIOBApHBIA 3amac, 3(Q(EeKTUBHBIA BBHIOOP M WCMOJb30BaHUE CioBa /
UIUOMBI, BIIaJileHHe (QOpPMOM  CJOBa, COOTBETCTBYIOLIUMN PETUCTP; HCIOJB3YeT  CIIOXKHbBIE
rpaMMaTHYeCKUEe KOHCTPYKIINH;
-3(pPeKTUBHO B3aUMOJIEHCTBYET C 3K3aMEHATOPOM H/WIIM apTHEPOM;
-J1aeT TOYHbIE NCUYEPIBIBAIOIINE OTBETHI HA BCE BOMPOCHI;
-yMEJO CIPAaBIISIETCS C HEMPEACKa3yeMbIMU CUTYaIlUsIMU;
- MIPOSIBJISIET MHUIIMATUBY; 000CHOBBIBAET CBOIO MBICIIb;
- OCYIIECTBIISET CBA3HBIE MOHOJIOTHMUECKHE BHICKA3bIBAHUS;
- pacKphbIBaeT TeMy MOJHOCTHIO M HaJUIekKAIIUM 00pa3oM, IPUBOIUT MpUMEPHI U (PaKThI;

OuneHka «X0pouIo» CTaBUTCS, €CIH 00yJarOIUnCs:

- crnoco0eH BecTH Oecely MO MPEJIOKEHHON TeMaTuke (AMajJorM4eckoe W/ MOHOJIOTHYECKOe
BBICKa3bIBaHNE) B HOPMAJILHOM TEMIIE;

- UMEeT JIOCTAaTOYHBII JMara3oH CIOBAapHOIO 3armaca, JejlaeT HECYIIECTBEHHbIE OLIMOKU B BBIOOpE
(hopMBI CIIOBa/UIMOMBI, IMEET He3HAUNTENbHbBIE IPOOJIEMBI B BEIOOPE CIOKHBIX KOHCTPYKIUH, A€TaeT
HECKOJIbKO OIIMOOK B BHIOOpPE BPEMEHH, YHCIA, MOPsAKa cIoB / GYHKIHUU, apTUKICH, MECTOUM EHU,
MIPEIOroB, JOTyCKaeT HeOOJbIIOe KOJIMYECTBO OIUOOK B opdorpaduu, MyHKTyaluH,
KanuTaIn3aluu;

-B OCHOBHOM BBICKa3bIBaHHE OTBEUYAET 33/IaHUIO;

-00y4Jaromnuiicss MOHNUMAaeT PK3aMeHaTopa U MapTHEpa U JaeT MPaBHIbHBIE OTBETHI HA OOJBIIMHCTBO
BOIIPOCOB;

-B LIEJIOM YMEET CIPABIATHCS C HEMPEACKA3YEMbIMU CUTYALIUSIMU;

- JIaeT pacnpoCTpaHEHHbIE OTBETHI U MPOSBISIET UHUIIUATHBY;

- IPOSIBJISIET MUHUMAJIbHbBIE KOJIEOaHHsI B PEUU.

Ouemca «YAOBJICTBOPUTEJIbHO» CTaBUTCA, €CIIU o6yqa}0mm71051:

-IIOHUMACT DK3aMCHATOpA U MAapTHCPA U JACT NNPABUJIbHBIC OTBCTHI;

-BBIIIOJIHACT TMPOCTBIC 3ada4duv, HO MUCIIBITBIBACT 3aTPyAHCHUA C 0oJiee CIIOKHBIMH 3agadamMu,
HEAOCTATOYHO HIUPOKO pa3BUBACT CBOIO MBICIIb,



-TI0Ka3bIBAaeT OTPAaHUYCHHBIN JUANa30H CIOBApHOTO 3araca, JIeJIaeT YacThle OIIHMOKU B BEIOOPE (DOPMBI
CJIOBA / UMOMBI, UCTIOJIb30BAaHUH, 3HAUYCHHUSX, UMEET CEPbE3HBIE TPOOIEMBI C IPOCTHIMH / CIIOKHBIMHU
KOHCTPYKLUSIMH,

-TIPOSIBIISICT YacThIe KOJICOAHUs, IPON3HOLICHUE 3aTPYIHIET OOLICHHE;

- TEMII PEYU 3aMeJUICH.

Onenka «Hey10BJIETBOPUTEILHO» 0aJIJIOB CTaBUTCS, €CIIHA 00yJaroLuiics

-HE CIIOCOOEH BBICKA3bIBATHCS B YCTHOH (opme;

- HE MOXET PAaCKPBITh COACPIKaHUE 3a/JaHHs, HE IOHUMAET COOECeTHIKA,;

- UMEeT OrpaHWYEHHBIM IUaNa30H CIIOBAapHOTO 3araca, JejlaeT 4acTble OIIMOKU B BbIOOpEe (POpMBI
cioBa / HUIUOMBI, HCIIOJIbB30BaHUU, MPAKTUYCCKU HE IMOKa3bIBACT 3HAHUA IIPABUJI TIMOCTPOCHHUA
MIPEAIOKEHUM.

- OTMCYACT TaKHE€ HCEAOCTATKH B IIOAT'OTOBKE 06yanOHI€FOC${, KOTOPBIC SABJIAIOTCA CCPBE3HBIM
MIPENSATCTBUEM K YCIIEITHOMY OBJIAJICHUIO MOCIEAYIOIUM MaTEPUAIOM.

BOIIPOCHI AJS1 CAMOIIOATI'OTOBKH OBYUYAIOLIUXCA

Konmponupyemuwie pazoensi Bonpocel 0nsa noozomoexku K uHousuodyaibHomy /hponmanvHomy
(membwt) yueonoi YCMHOMY / RUCbMEHHOMY ORPOCY HO MemMam OUCUUNIUHDL
OUCUUNIUHBL

Pa3znes 1. locyrapcTBeHHOE 1 MyHHIIMNIIATBHOE YIIPABJIeHHE

Tema 1.1. TocymapctBennoe | 1. Features of the specialty "State and municipal administration.”

u MyHunmansHoe | 2. State and municipal service

yIpaBJICHUE

Tema 1.2. Permonanshoe | 1. Regional administration and its aspect

yIIpaBIICHHUE 2. Social and political problems in regional administration
Pasznea 2. [IpodeccuonasnibHble U JTHYHOCTHbIE Ka4eCTBA yIIPaBJIeHIa

Tema 2.1 YcrpoiicTBO Ha 1. Socio-psychological profile of a specialist in the field of state and

paboty. CocraBiicHue municipal government.

pesome. 2. Features of public administration and its difference from other

types of governance.
Tema 2.2 IloaroroBka K 1. What a candidate should know while preparing for an interview?
cobeceI0BaHuUIO. 2.How would you describe yourself as a person?

3.What type of position are you looking for?
4.What would you say are your strong /weak points?
5.Make a list of your assets

Paznea 3. /le10BBIe BCTPEYH H KOHTAKTBI

Tema 3.1 [lenoBbie BCTpeun 1.The concept and importance of business communication.
Y KOHTaKThI 2.The relationship of ethics and management.
Tema 3.2 [lenoBas 1. Writing enquiries, claims, and other kinds of documents

IMMCbMCHHAAd KOMMYHHKAIIUS

Pasnen 4. MesxkayHapoIHble KOHTAKTHI YIPaBJIeHIA

1. What are business negotiations?

Tema 4.1 MexnyHapoaHbIE 2. Why is negotiation important in a business?
MIEPErOBOPEI 3. What is business context negotiation?
What are some examples of negotiation?




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 4.2 MexayHapoiHbIe
KOHTPAKTBHI.

el N =

2.2. PexoMeHaIIUM 110 OLIEHUBAHUIO Pe3YJbTATOB TECTOBBIX 3a/1aHUI1 00yUalOUINXCS
Kpumepuu ouyenuganus.

B 3aBepumieHue wu3ydeHHS KaxIOro pasleiia WA TEMbl y4eOHOM UCHHUILIUHBI MOXET
MIPOBOJIUTHCS] TECTUPOBAHHUE.

Kpumepuu oyenueanus. YpoBeHb BBINOTHEHMS] TEKYIIMX TECTOBBIX 3aJlaHUIl OLICHHWBAETCS B
Oasyax, KOTOpbIE 3aTeM TEPEBOMAATCS B OIEHKY IO IKajle COOTBETCTBUS. KOHTpOnb 3HAHHWI TO
paszzeiny B KOHIIE OIleHMBaeTcs B 5 0amioB MakcuMaibHO. OlleHKa COOTBETCTBYET CIIEAYIOIIEH 1IKae:

OneHka COOTBETCTBYET CIIEAYIOLIEH IIKaJle:

Orenka Bamner % TpaBUIILHBIX OTBETOB
(rocynapcTBeHHas)

OTIANYHO 5 90-100

Xopor1io 4 75-89

Y 10BAETBOPUTEITHHO 2-3 60-74
HeynoBieTBOpUTEIHHO 0-1 meHee 60

THUITOBBIE TECTOBBIE 3AJAHUSA J1JIAA TEKYIHEI'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 ... .

wCoNo~WNE

Il. Translate the following sentences into Russian:

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

2. I am 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 I 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.)

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

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

o




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.

4. A surplus that remains after the cost of goods is subtracted from the total assets.

A surplus 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.

IV. 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?

5. 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?

o1

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) calling a 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.

V1. Select the best word or phrase that best completes the statement:
Most people work because they
a) have to in 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.
(a) behaviour (b) practice (c) dealing (d) attitude
2Thisisa....... example of what not to do.



(a) critical (b) pure (c) simple (d) prime

3 Plans have already been drawn ....... to deal with such situations.

(a) 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.

(a) 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.

(a) 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.

(@) trial (b) sacrifice (c) endeavour (d) test

VI 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.
to meet? Just look at some of the key features: internet

applications?
« 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. Arrangements

of what?
« Inclusive price of only £849 per delegate.
« Discounts available for group bookings from same company.



2.3 PexoMeHanMu 10 OLICHUBAHHMIO BOIIPOCOB /IS co0eceOBAHMS MO TUCHUIITIHHE
«HOCTpaHHBIN A3BIK NPO(eCcCHOHAILHON HANIPABJIEHHOCTH.

IIpu wmcnonb30BaHUM OLIEHOYHOTO cpeacTBa «CobecemoBaHUE» MPECIEAYIOTCS CIEAYIOIINE Ien
oOyueHus:

(MoHoJioruveckasi pevn)

-OopmupoBaHNEe HABBIKOB M PA3BUTHE YMEHMUM HCIIOJIBb30BaHUS BCEX BUIOB MOHOJOTMYECKOW peuyu
(omucaHue, MOBECTBOBAHKE, PACCYKICHHE, OOBSICHEHUE) B PA3HBIX KOMOMHALIMAX U TIPOTIOPLIUSX.
-PazButre ymeHuil myOIMYHBIX BBICTYIUIEHUH Ha aHIVIMMCKOM $3bIKE IO OOILIEIKOHOMHUYECKOM, a
TaKKe CIEeUAIbHON TEMAaTHKE, ONPEIEISIEMON POTPpaMMOM Kypca.

-PazButne yMeHUNl TOBOpEHHMSI 1O  OOIIECTBEHHO-TOJMTHYECKOM U COIMAIBHO-KYJIbTYPHOU
TEMAaTHKE C UCIIOJIb30BAHNEM JEMOHCTPALMOHHBIX MATEPHAJIOB.

(Inasiornyeckasi pe4b)

-PazButne ymeHuss BeJEHMS apPryMEHTUPOBAaHHOW JMCKYCCHUM IO TeMaM, MpeayCMOTPEHHBIM
MIPOrpaMMoi Kypca, B paMKax MPUHSATOTO pe4eBOro ITHKETA.

-CoBepiIeHCTBOBAHME YMEHMsI BEACHUS JIBYCTOPOHHEH M MHOTOCTOPOHHEH N1el10BON Oecelbl W/Miau
MIEPETOBOPOB C MPUMEHEHHEM apryMEHTAllMU B paMKaX MPUHATOTO PEYEBOro 3TUKETA.

MakcumanbHoe Kpurepun
KOJIM4ECTBO OayioB

OTIIMYHO BrictaBnsiercss  oOydaromiemycs, €ciid OH:

- JIEMOHCTPHUPYET IIUPOKUN CIIOBApHBIN 3amac, 3()(QEeKTUBHBIA BHIOOP H
WCIIOJb30BAaHUE  CJIoBa /  WAOWOMBI, BlajgeHue  (GOpPMONM  CJIOBa,
COOTBETCTBYIOIIIUI  PETHCTP; HCIOJB3YeT CIIOKHBIE TPaMMAaTHYECKUE
KOHCTPYKIINH;

-3¢ (EeKTUBHO B3aMMOJICHCTBYET C 9K3aMEHATOPOM H/WJIH MTAPTHEPOM;

-IaeT TOYHBIC UCUEPITBIBAIOIINE OTBETHI HA BCE BOTIPOCHI;

-YMEIIO CIIPABJISICTCS C HEMPEICKA3yeMbIMH CUTYAIHSIMH;

- MPOSIBIISICT MHUIIMATUBY; 0OOCHOBBIBAET CBOIO MBICIIB;

- OCYILIECTBJISICT CBSI3HBIC MOHOJIOTHYECKUE BHICKA3bIBAHHUS;

- pacKpbIBaeT TEMy IIOJIHOCTBIO W HAJICKAIIUM 00pa3oM, IPUBOJUT
NpUMeEpbI U (DaKThI;

-I1000€e KOJIeOaHUE B PEYH CBS3aHO C COJIEPYKAHHMEM, a HE C TIOUCKOM CJIOB
WJIM TPAMMATHKH.

XOPOIIIO BricTaBnsiercss oOydaromiemycs, €Clid OH:

- CcrocoOeH BecTH Oecely MO TPENIOKEHHOM TeMaThuke (JAMaorudecKoe
1/JT1 MOHOJIOTUYECKOE BBICKA3bIBAHUE) B HOPMAIILHOM TEMIIE;

- WMeeT JIOCTaTOYHBbIM JMama3oH  CIOBApHOTO  3amaca,  JIeJiaeT
HECYIIECTBEHHbIE OMMOKM B BBIOOpE (OPMBI CIOBA/UAMOMBI, HMEET
HE3HAYUTENbHbIE MPOOJIEeMbl B BBIOOpE CIOKHBIX KOHCTPYKIHN, IeNaeT
HECKOJIbKO OMIMOOK B BbIOOpE BPEMEHH, YMCIIa, MOPsAKa CIOB / (QYHKIUH,
ApTUKIIEH, MECTOMMEHU, MPEIJIOTOB, JIOMYyCKaeT HEOOJbIIIOE KOJIUYECTBO
o1IMO0K B opdorpadpuu, MyHKTYaI[UH, KalluTalu3alHHy;

-B OCHOBHOM BBICKa3bIBaHHE OTBEUYAET 33aHUIO;

-00yJaromuiicss MOHUMAEeT SK3aMEeHATOpa U MapTHepa M JaeT MPaBUIbHBIC
OTBETHI Ha OOJIBIIMHCTBO BOIIPOCOB;

-B I[EJIOM YMEET CIIPABIISITHCS C HEMIPEICKa3yeMbIMH CUTYAllUSIMU;

- IaeT paclpoCTPaHEHHBIE OTBETHI U MPOSBIISIET UHUIIUATUBY;

- TIPOSIBJISIET MUHUMAJIbHBIE KOJICOAHHS B PEYU.

yJIOBJIETBOPUTENIBHO | BricTaBisiercss oOydaroeMycsi, eciid OH:




-TIOHMMAeT 3K3aMeHATOpa U MapTHEpa U JIAeT MPaBUIbHBIC OTBETHI;
-BBITIOJIHSICT MPOCThIC 3aJayd, HO HCHBITBIBACT 3aTPyIHEHUs ¢ Oolee
CJIOKHBIMH 33J]Ja4aMU, HEIOCTATOYHO MIMPOKO PA3BUBAET CBOIO MBICIE;
-II0Ka3bIBACT OTPAHWYCHHBIA JMAIa30H CIOBAPHOTO 3araca, JeNaeT YacThie
omurOKK B BBIOOpE (DOPMEI ClIOBa / MIUOMBI, MCIIOIB30BAHUH, 3HAUYCHUSX,
UMEET CephEe3HbIE MPOOIEMBI C TIPOCTHIMU / CIIOKHBIMH KOHCTPYKITUSIMH,
-TIPOSIBIISIET YacThIe KOJICOAHWMsI, TPOU3HOIICHHUE 3aTPYIHSICT OOIICHNUE;

- TEMII pe4r 3aMeJIJICH.

HCYAOBJICTBOPHUTCIBHO

BricTaBisiercss oOydaromemycsi, €CJii OH:

-HE CIIOCOOEH BBICKA3bIBaThCS B YCTHOU popme;

- HE MOKET PacKpBITh COJIEP>KaHUE 3a/IaHUsI, HE TIOHUMAET COOECETHUKA;

- UMEeT OrpaHWYEeHHbIN AMana3oH CJIOBApHOTO 3amaca, JelaeT 4YacTble
oImuOKHN B BEIOOpE POPMBI CTIOBA / MAMOMBI, UCTIOIH30BAHUH, MPAKTUYECKH

HC MOKAa3bIBACT 3HAHUS IIPaBUJI IOCTPOCHUA HpeI[J'IO)KeHI/If/'I.

TUITOBBIE BOITPOCHI JISI COBECEAOBAHMUA J1JIAA ITPOBEPKU YPOBHSA
COOPMUPOBAHHOCTHA KOMHETEHHI/IfI
Paspnen 1. 'ocynapcTBeHHOEe M MyYHHMIMIIAJIBHOE YIIPABJICHHE
Tema 1.1. 'ocynapcTBeHHOE U MYHHUIIUNIAJIbHOE YIIPABJICHUE
1. Is it possible to be effective leaders in both the public and private sectors?
2. Leadership skills in public administration. Basic issues.
Tema 1.2 PeruonajibHOe ynipaBjieHue
1. Features of the specialty "State and municipal administration.”
2.Socio-psychological profile of a specialist in the field of state and municipal government.
3. Features of public administration and its difference from other types of governance
4. The system of local government.
Pasnen 2. [IpodeccuonanbHble U JIMYHOCTHBIE KAa4YeCTBA yIPpaBJeHIA
Tema 2.1. YcrpoiicTBo Ha padorty. CocTaBiieHue pe3loMe.
1. State and municipal service.
2. Essence of economic and administrative managerial control.
3. Personnel policy in the field of public service.
4.What is meant by “Structuring your resume or CV?
5.What information should be included in a letter of application?
Tema 2.2. IToaroroBka K codoece10BaHUIO.
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?
Pa3nea 3. /lesioBbIe BCTpeYH M KOHTAKTHI
Tema 3.1. /lesioBbIe BCTPEYH M KOHTAKTHI
1. The concept and importance of business communication.
2. The style and image of the head.
3. Performance evaluation.
Tema 3.2. JlesioBasi nMCbMEHHAs] KOMMYHHKALMSA
1. Manners and culture of communication.




2. The relationship of ethics and management.
3. The concept and importance of organizational culture
Paznen 4. MexkayHapoaHble KOHTAKTHI YIIPpaBJieHIa

Tema 4.1 MeskayHBpOAHbIE IEPETrOBOPDI.

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 MexkayHapoaHble KOHTPAKTbI

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?
24 PeKOMeH)]aIII/[I/[ 10 OCHUBAHHUIO JUCKYCCUOHHBIX TEM

OC «/luckyccus» TMO3BOJSIET BKJIOYAaTh OOydaroluxcs B Ipolecc OO0CYXKJIeHUs
CIIOpHOro BOIIpOCa, IPUBHUBATH HABBIKM BCACHUA 6606)1131 Ha aHTJIHHCKOM SA3BIKEC, HY6J'H/I‘-IHI)IX
BBICTYIUIGHUH Ha TEMBbl, OTHOCSIIMECS K MPOPecCHOHANbHBIM U COLMAIBHBIM cdepaM OOIIeHHUS;
chopMupoBaTh YMEHHS OINEPUPOBATH B XOJI€ MHUCKYCCHHM OOIIUPHBIM JIEKCUKO-TPAMMATHYECKUM
arrmapaTroM, BECTU HE TOJIBKO AMWAJIOr, HO M ITOJIMJIOI, BBICKA3bIBATH CBOIO TOYKY 3PCHUA C YUCTOM
COOUOKYJIBTYPHOI'O KOMIIOHCHTA U IIPUHATOIO p€UCBOI'O 3TUKETA.

MakcumaiibHOE Kpurepun
KOJINYECTBO OAJIIIOB

OO0yuaromuiics:
OTJIMYHO -CII0COOCH BeCcTH Oecey 10 MPEIOKEHHOW TeMaTHKE (IMAIOrHYecKOe 1
MOHOJIOTHYECKOE BbICKa3bIBAaHUS) B HOPMAJIBLHOM TEMIIE;

- IEMOHCTPHUPYET MUPOKHUIA CIOBAPHBIN 3arac, 3G GeKTHBHBIN BEIOOD H
MCII0JIb30BAaHUE CJIOBA / MIIMOMBI, BiIaJicHUE (POPMO CII0Ba,
COOTBETCTBYIOIIUN PETUCTP; UCIIOJIB3YET CIIOKHBIC TPaMMaTHUCCKUE
KOHCTPYKIUH;

-3(b(heKTUBHO B3aMMOICHCTBYET C IK3aMEHATOPOM H/WJIH TAPTHEPOM;
-J1aeT TOYHBIC HCYEPIIBIBAIOIINE OTBETHI HA BCE BOIPOCHI;

-YMEIIO CIIPABJICTCS C HEMPEICKA3yeMbIMH CUTYAIUSIMH,

- MPOSIBIISICT MHUIIMATUBY; 0OOCHOBBIBAET CBOIO MBICIIB;

- OCYILIECTBJISICT CBSI3HBIC MOHOJIOTHUECKUE BHICKA3bIBAHUS;

- PaCKpbIBAeT TEMY MOJIHOCTHIO U HAJUICKAITUM 00pa30M, IPUBOTUT
MpUMepHI U (HaKThI;

-111000€ KoJiebaHNe B PeUH CBSA3aHO C COAEPIKAHHEM, a He C TIOMCKOM CJIOB
VJIH TPaMMAaTHKH.

OO0yyJaromuiics:

XOPOIIIO - crocoOeH BecTH Oecey 1Mo MpeAIoKEeHHON TeMaTuke (Inajornyeckoe
1/7TH MOHOJIOTUYECKOE BBICKA3bIBAHUE) B HOPMAJILHOM TEMIIE;

- IMeeT JOCTATOYHBIN JUAMa30H CIOBAPHOTO 3araca, JIeiaeT
HEeCyIIECTBEHHbIC OIMUOKU B BbIOOpE (DOPMBI CIIOBA/UANOMBI, UMEET
HEe3HAYUTENbHbIE MPOOIEeMBbl B BEIOOPE CI0KHBIX KOHCTPYKIIHMA, eIaeT
HECKOJIBKO OIIMOOK B BEIOOpE BPEMEHH, YMCIIA, TTOpsAIKa clI0B / GyHKIUH,
ApTUKIIEH, MECTOMMEHUH, MIPEAJIOTOB, JIOMYCKAaeT HEOOIbIIOE KOJTMYECTBO




omrO0K B opdorpaduu, MyHKTYAI[H, KalluTaTu3aI1H;

-B OCHOBHOM BBICKa3bIBAHNE OTBEYACT 3a/IaHHIO;

-00ydJaroLIuiics MOHUMAET SK3aMEHATOPA U MAPTHEPA U JAeT MPaBHIbHBIC
OTBETHI Ha OOJIBIIMHCTBO BOIIPOCOB;

-B I1€JIOM YMEET CHPABJIATHCA C HEMPEICKAa3yeMbIMH CUTYALUSIMU;

- TaeT PacIpOCTPAHEHHBIE OTBETHI U MPOSIBIISICT HHUIINATUBY;

- IPOSIBIISICT MUHUMAJIbHBIE KOJICOAHHST B PEYH.

YAOBJIETBOPUTENTHHO  [(OOyUarOIIUNCS:

-IIOHMMAET PK3aMEeHaTOpa U MapTHEpa U AAa€T NMPABUIIbHBIC OTBETHI;
-BBITIOJIHSICT TPOCTHIC 3aJayd, HO HCHBITHIBACT 3aTPyIHEHUs C Ooliee
CJIO’KHBIMU 3aJladyaMH, HEJIOCTATOYHO IIMPOKO Pa3BUBACT CBOIO MBICIIb;
-IIOKa3bIBa€T OIPAaHUYEHHBIN Mana3oH CJIOBAapHOTO 3araca, JeJaeT 4acTble
omuOKN B BbIOOpPE (OPMBI CJIOBa / MIUOMBI, MCIIOJIB30BAaHUM, 3HAYCHUSX,
MMEET Cepbe3HBIC MPOOJIEMBI C MPOCTHIMH / CIIOKHBIMU KOHCTPYKITUSIMH,
-IIPOSIBJISIET 4YaCThIE KOJIEOAHUsI, TPOU3HOIICHUE 3aTPYAHSIET OOIIEHNUE;

- TEMII PeYr 3aMeJIEH.

HEYIOBJIETBOPUTENHHO [O0yUarOIIUiCs:

-HE CIIOCOOEH BBICKA3bIBaThCS B YCTHOU (popme;

- HE MOKET PacKpBITh COJEPKaHNE 3a/IaHMsI, HE TIOHUMAET COOECETHNKA;

- UMEeT OrpaHWYEeHHbIN JMana3oH CJIOBApHOrO 3amaca, JelaeT 4YacTble
omuOKH B BEIOOpPE (POPMBI CI0Ba / UAMOMBI, UCTIOIH30BAHUH, MPAKTHUYECKH

IHC MOKAa3bIBACT 3HAHU IPaBUJI MIOCTPOCHUA Hpe)IHO)I(eHI/II)’I.

IPUMEPHBIE TEMBI JIJISI IMCKYCCHM JJIS TIPOBEPKH YPOBHSA
CO®OPMUPOBAHHOCTU KOMIIETEHIIU
Pasznen 1. N'ocynapcTBeHHOE 1 MyYHMIMIIAJIbHOE YIIPABJIEHH e

Tema 1.1. I'ocynapcTBeHHOE 1 MYHUIIUTIAJbHOE YIIPaABJIeHUE

1. Is it possible to be effective leaders in both the public and private sectors?

2. Leadership skills in public administration. Basic issues.

Tema 1.2 PeruonajibHOe ynipaBjieHue

1. Features of the specialty "State and municipal administration."
2.Socio-psychological profile of a specialist in the field of state and municipal government.
3. Features of public administration and its difference from other types of governance
4. The system of local government.

Pasnean 2. IlpodeccnonanbHbIe M THYHOCTHBIC KAYeCTBA YIIPAaBJIeHIA

Tema 2.1. YcrpoiicTBo Ha padoty. CocTaBiieHne pe3oMme.

1. State and municipal service.

2. Essence of economic and administrative managerial control.

3. Personnel policy in the field of public service.

4.What is meant by “Structuring your resume or CV?

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

Tema 2.2. IloaroroBka k coéece10BaHUIO.

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?

Pa3nes 3. /lesioBble BCTpeYH M KOHTAKTHI

Tema 3.1. /lesioBble BCTPEeYH M KOHTAKTHI

1. The concept and importance of business communication.
2. The style and image of the head.

3. Performance evaluation.

Tema 3.2. JlesioBasi nicbMeHHAs KOMMYHHKALMA

1. Manners and culture of communication.

2. The relationship of ethics and management.

3. The concept and importance of organizational culture.
Paznen 4. MexxayHapoaHoe COTPYAHUYECTBO.

Tema 4.1 JlesioBbie neperosopsl. IlpesenTanuu

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 CocraBjieHHEe 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?

2.5 PexoMeHIalIMH IO OLIEHUBAHUIO JCCe

MaxkcumansHoe
KOJINUECTBO OailIoB

Kpurepun

OTJIMYHO

OOyuvaromuiics crmocoOeH  JenaTb MNHCbMEHHBIE  BBICKA3bIBaHUS — HA|
MpEeUIOKEHHYI0O ~ TeMaTuky.  [lMcbMeHHOe  BBICKa3bIBaHHE  XOPOILO
OpraHU30BaHO, JIOTMYECKU IIOCJIEJIOBATEIbHO, HUAEU YETKO H3JI0KEHbI; -
OO0yJaromuiicsi IEMOHCTPUPYET IIUPOKUN CIIOBAPHBIN 3amac, 3(h()EeKTUBHBIN
BHIOOpD M HCIOJNB30BaHUE cJOBa / WIMOMBI, BlajieHHe (QOpMOM CIoBa,
COOTBETCTBYIOIIUNA  PErucTp; HCIHOIB3YEeT CIIOXKHBIE TI'paMMaTHYECKHE
KOHCTPYKIIMH; MUMEET OPHUTMHANBHBIN U H300peTaTeNbHbIA MOAXO K TEME.
OOyyvaromuiics npuaepxkuBaercs opdorpadpudecknx, rpaMMATUYECKUX HU
CTHJIMCTUYECKUX MPABUJI MUCBMEHHOTO BBICKA3bIBAHUS. W TMPEIJIOKEHHBIH
00peM. OOyyaromuiicss UMeeT OPUTHHATIBHBIA U U300peTaTeNbHbIN MOIX0 K|
TeMe M, BO3MOXKHO, MpeajaraeT HEKOTOpble COOCTBEHHbBIE WICH, JaHHBIE,
MHTEPIPETALNHI WIN MPEAJIOKEHUS ITOU TEME.

XOPOIIIO

OOyuaromuiics WHAWBUIYAJbHO WM OPUTMHAIBHO OTHOCUTCS K TeMe HU
MPEUIaraéT HEKOTOpblE M3 TBOPYECKUX MAEH. - HMMEET JOCTaTOYHBIN
NMarna3oH CJIOBAapHOTO 3araca, JiejlaeT HEeCYLECTBEHHbIe OIIMOKH B BBIOOpPE
(bOopMBI  CIOBa/MAMOMBI, HMMEET HE3HAYUTEJIbHbIE MpoOJIeMbl B BBIOOpE
CJIO)KHBIX KOHCTPYKLMH, IeTaeT HECKOJbKO OIIMOOK B BBIOOpE BpEMEHH,
qucia, nopsaka cioB / (yHKUIMH, apTUKIEH, MECTOMMEHHH, Npesoros,
NOIMTyCKaeT HEOOJbIIOEe KOJWYECTBO OMIMOOK B opdorpaduu, MyHKTYyaIuH,

[KaIIMTaJIM3alluH.




OOyuaromuiicss  HE  IOJIHOCTBIO  PAaCKpPbIBaCT  TEMy  HHCHbMEHHOTO

YIOBJIETBOPUTEIBHO [BBHICKA3bIBaHUS, OOBEM  BBICKA3bIBAaHUS HE OTBEYAaeT TPEeOOBAHHUSM.
OOyuaromuiicss IMOKa3bIBA€T OIPAHUYEHHBIM JMala30H CIOBapHOIo 3araca,
NenaeT yacThle OMMOKU B BRIOOpPE (JOPMBI CIIOBA / MAMOMBI; UMEET CEPbE3HBIC
POOJIEMBI C TPOCTHIMH KOHCTPYKIIUSIMHU.
HEYIOBJIETBOPUTENbHO [OOydUalOmMiCs WMEeT 3HAYMTEIbHOE KOJIMYECTBO OpQorpapuuecKux,

rpaMMaTUYCCKUX U JICKCUYCCKUX OHII/I6OK, HE CIIOCOOCH J€JIaTh ITMCbMCHHBIC
IBBICKA3bIBAHH A, KOTOPBIC JCJIa0T HCBO3MOXXHBIM NIOHMMAHUC BbICKA3bIBAHM .

INPUMEPHBIE TEMbI OCCE JIs1 IPOBEPKH YPOBHSA COOPMUPOBAHHOCTHU

© o N o g B~ w DN E

L o e =
A W N P O

KOMIIETEHIIHU

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.
The process of improving state and municipal government

. Personnel policy in the field of public service.

. Personnel policy in the field of municipal service.

. Importance of personal ethics.

. Crisis management: main issues.

. Risk management : how to avoid business risks.

Odopmienue 3aJaHus AJIs Pa3BUTHS HABBIKOB KPEaTHBHOI0 MUCbMA

(3cce)

ICCE

10 TUCHUIUTHHE «AH2IUlCKUL A3bIK NPOGEeCCUOHATIbHOU HANPABIEHHOCHIU

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.

2.6 PexomMenaauuu

M0 ONEHHMBAHHMIO 3HAHHUII OCHOBHBLIX HOPM M NIpaBUJI COCTaBJICHUA H

o(opMJIEHHH 1eJI0BOH KOPPECIOHACHIIUH

MakcumMmanbHOE
KOJIMYECTBO OAIIIOB

Kpurepun

2

OTJIMYHO

BricTaBisiercst 00y4aromemMycsi, €Cii OH/OHa B MOJIHOM o0beme
NIEMOHCTPUPYET YMEHHUS U HAaBBIKU, HEOOXOAUMBIE /ISl I€TI0BOM
KOMMYHHKAIMH; IEMOHCTPUPYET OTUETIMBOE U CBOOOTHOE BIIaJICHUE
OCHOBHO TEPMUHOJIOTHEN MPU TIEepenucKke B KOMMeEpUYeCKoil, 0aHKOBCKOM,
TPAHCIIOPTHOM, CTPAaX0BOM U Jpyrux cepax; yMeHuUs: BECTH JIEIOBYIO
Oecey W/WIK IEpEeroBOPhl Ha aHTJIMHCKOM SI3bIKE, MOXKET apryMEHTUPOBAHO
OTCTaMBaTh CBOIO MO3UIIMIO.

XOPOIIIO

BricTaBnsiercst oOydaromemycsi, eciau 00yJaronuiicss IeMOHCTPUPYET
YMEHHUSI U HaBbIKH, HEOOXOAUMBIE 7Sl AETIOBOM KOMMYHUKAIUU;
JNEMOHCTPUPYET OTUETINBOE U CBOOOHOE BJIaJIECHE OCHOBHOM
TEPMUHOJIOTHEHN TIPH MEPEIMCKe B KOMMEPYECKO#, 0aHKOBCKOM,
TPaHCIIOPTHOM, CTPAXOBOM M Ipyrux cepax; yMEHHS BECTH JCIIOBYIO
Oeceny W/WUIM IEPETOBOPHI HA AHTJIMHCKOM SI3bIKE, CIIOCOOEH
apryMEeHTHPOBAHO OTCTAaMBaTh CBOIO MO3UIIKIO. B 11e1oM uznoxenue
OTBETa JIOTUYECKU KOPPEKTHOE, HO HE BCETJja TOUHOE U
apryMEeHTHPOBAHHOE.

YAOBJICTBOPUTCIIBHO

BricTapisiercs  0OydJammeMycs, €ClId  e€ro OTBET JEMOHCTPHPYET
(hparMeHTapHbIe, MOBEPXHOCTHBIC 3HAHHS BAXHEUIIUX HOPM U IIPABHII
NICJIOBO KOPPECHOHICHIINH, HUCIIBITHIBACT 3aTPYAHCHHS C BBIOOPOM CJIOB,
NemaeT 4YacTble OIMMOKHM B BBIOOpPE (OpMBI COBa / WIUOMBI, HMEET
Cepbe3HBIC TPOOJIEMBI C IPOCTHIMU / CIIOKHBIMHA KOHCTPYKITUSIMH,

HCYIOBJICTBOPHUTCIBHO

BoicTaBiisieTcss 00ydJaromemMycs, eciid OH OOHapy)KMBaeT HE3HAHHE OTBETA
Ha COOTBETCTBYIOIIICE 3a/IaHHE;

- MMEeT OrpaHHYEHHBIN JHMAla30H CJIOBApHOrO 3amaca, IeIaeT YacThie
om0k B BbIOOpEe (DOPMBI CIIOBA / MJAMOMBI, IPAKTUYECKH HE MOKA3bIBACT|
BHAHUS TPABWI TOCTPOCHHS TMPEUIOKEHUH, JeiaeT CIUIIKOM MHOTO
OIIIOOK.

THUITIOBBIE 3AJIAHUA IJIS1 ITPOBEPKU YPOBHSA COOPMUPOBAHHOCTHU
KOMIIETEHIIUM (nes10Basi KOppecnoHaeHIIms)

1. 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.

2.7 PexoMeHIa1IMU 110 OLICHUBAHHUIO Pe3YJIbTATOB KOHTPOJISI 3HAHUN 00y4aloMXxcs 1o

paszjaeny
Kpurtepun oueHuBaHUsI KOHTPOJIbHBIX 32JaHUH

YpoBeHb BHITIOJIHEHHS 3aJJaHUH OIICHUBAETCS B OaJl1aX, KOTOPBIC 3aTEM MIEPEBOAATCS B OLICHKY IO
LIKaJIE COOTBETCTBHSL.
O1ieHKa COOTBETCTBYET CIEAYIONIEH HIKaJE:

baynel % TpaBUIIbHBIX OTBETOB
5 OTIMYHO 90-100

4 xopo1o 75-89

3-2 yIIOBIETBOPHUTEIIHHO 60-74

0-1 HeymoBIETBOPUTEIHHO Mmenee 60

KOMILIEKT OIIEHOYHBIX CPEJCTB JJISI IPOMEXYTOYHOM ATTECTAIIUA
MeToauyeckne MaTepuajbl, ONpeleJsAl0NIde NPOUEeAYPY OLECHUBAHWS 3HAHWI, YMEHMI,
HABBIKOB M (MJIM) ONBITA JeSITEILHOCTH B X0/1¢ IPOMEKYTOUYHOM aTTeCTAllUM.

[Ipomexyrounas arrectauus no aucuuriauHe b1.0. OIIOIT «MHoCcTpaHHBIH S3bIK TpoheCCHOHATBHON
HAMpPaBJICHHOCTH» MPOXOIUT B dopMe 3auera. 3aueT MPOBOJUTCS Ha MOCJIENHEH Henele U3ydeHUus

AUCHUIITIMHBI B CEMECTPC. I[OHYCKOM K 3a4CTy ABJIAICTCA UTOTOBOC TECTUPOBAHUC.

KOMILIEKT OIIEHOYHBIX CPEJICTB U1 MIPOMEXYTOUYHOMN ATTECTALIUA

(BAUYET)
Nen/m ConepxxaHue OLIEHOYHOI'0 CPeCTBA HNupexc onennBaeMoi
(6onpocwl k 3auemy) KOMIIETEHIIHM WJIH ee DJIEMEHTOB
Tema 1.1. TocynapcTBEeHHOE U MYHHIIUIIATBHOE YITPABJICHUE
1. 1.Characteristics of public service VK- 4.1 (3-1,2,3; V-1,2,3,4; B-1,2)
2.Professional qualities of a civil servant VK -4.2 (3-1,2,3; V-1,2,3.4; B-1,2)




3.Main aspects of professional activities
4.Management styles

OIK-8.1 (3-1,2,3; Y-1,2,3,4; B-1,2)

Tema 1.2 PernonanbsHoO€E yripaBiieHHE
2. 1.What makes a public servant effective? VK- 4.1 (3-1,2,3; Y-1,2,3,4; B-1,2)
2.The moral requirements for a public servant VK -4.2 (3-1,2,3; V-1,2,3.4; B-1,2)
OIIK- 8.1 (3-1,2,3; V-1,2.3.4; B-1,2)
3. KoHuTpos 3HaHwmit o pasnery Nel VK- 4.1 (3-1,2,3; Y-1,2,3,4; B-1,2)
VK -4.2(3-1,2,3; V-1,2,3,4;B-1,2)
OIIK- 8.1(3-1,2,3; V-1,2,3.4; B-1,2)
Tema 2.1. Yerpoiictso Ha paGory. CocTaBiieHHE PE3IOME.
4, 1.Public servant activities VK- 4.1 (3-1,2,3; Y-1,2,3,4; B-1,2)
2.Professional communicative competencies of a VK -4.2 (3-1,2,3; V-1,2,3,4; B-1,2)
public servant OIIK- 8.1 (3-1,2,3; V-1,2,3,4; B-1,2).
Tema 2.2. IloaroroBka k coOece10BaHUIO
5. 1.What are the advantages and disadvantages of each | VK- 4.1 (3-1,2,3; V-1,2,3,4; B-1,2)
style of management? YK -4.2 (3-1,2,3; V-1,2,3,4; B-1,2)
2. Personnel policy in the field of public service OIlK- 8.1 (3-1,2,3; V-1,2,3,4; B-1,2)
3.What a candidate should know while preparing for
an interview?
4.How would you describe yourself as a person?
5.What type of position are you looking for?
6.What makes a good employee?
6. KoHTpos 3HaHMi 10 pasmery No2 VK- 4.1 (3-1,2,3; V-1,2,3,4; B-1,2)
YK -4.2 (3-1,2,3; V-1,2,3,4; B-1,2)
OIlIK- 8.1 (3-1,2,3; V-1,2,3.4; B-1,2)
Tema 3.1. JlemoBbie BCTPEYH ¥ KOHTAKTHI
7. 1. Discuss an example you know of a company VK- 4.1 (3-1,2,3; V-1,2,3,4; B-1,2)
which communicates well with its customersora | YK -4.2 (3-1,2,3; V-1,2,3,4; B-1,2)
company which communicates badly. OIlIK- 8.1 (3-1,2,3; V-1,2,3.4; B-1,2)
2.What advice would you give to the bad
communicator?
3.What makes a good communicator
Tema 3.2 JlenoBasi nucbMeHHas! KOMMYHHKAIIUS
8. 1. The relationship of ethics and management. VK- 4.1 (3-1,2,3; V-1,2,3.4; B-1,2)
2.The concept and importance of business YK -4.2 (3-1,2,3; V-1,2,3.4; B-1,2)
communication. OIIK- 8.1 (3-1,2,3; V-1,2,3.,4; B-1,2)
3.Writing enquiries, claims, and other kinds of
documents
9. Kontpons 3nanuit no paszaeny Ne3
Tema 4.1 MexayHapoiHbIE IEPETOBOPBI.
10. 1.What are business negotiations? VK- 4.1 (3-1,2,3; V-1,2,3,4; B-1,2)
2.Why is negotiation important in a business? VK -4.2 (3-1,2,3; V-1,2,3,4; B-1,2)
3.What is business context negotiation? OIIK- 8.1 (3-1,2,3; V-1,2,3.4; B-1,2).
4.What are some examples of negotiation?
Tema 4.2 MexyHapoJHbIE KOHTPAKTHI
11. 1. Types of agreements. VK- 4.1 (3-1,2,3; V-1,2,3,4; B-1,2)
2. Language of the contract VK -4.2 (3-1,2,3; V-1,2,3,4; B-1,2)
3. What is a contract and its type? OIIK- 8.1 (3-1,2,3; V-1,2,3,4; B-1,2)
4, What are the differences between the
types of contracts and forms of contracts?
12. Kontponb 3nanuit no pazneny Ned VK- 4.1 (3-1,2,3; V-1,2,3,4; B-1,2)

YK -4.(3-1,2,3; ¥-1,2,3,4; B-1,2)




| | [ OIK- 8.1 (3-1,2,3; V-1,2,3,4; B-1,2)

KOHTPOJIb 3HAHHUM 110 PA3JIEJIY 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 I 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 | interrupt you for a moment? | | d) If you order now, that won’t be a problem.

need to ask about sales forecasts.

) I’'m really sorry I’'m late. My car | €) I 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
yourselves

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, if all 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)

Best wishes

Hidekazu Tanaka

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 )
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.

KOHTPO.Ib 3HAHUMH I1O 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).
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.
9. 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) I don’t want to repeat myself but
b) Hold on now
c) | 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

9) Are you saying

h) I’d like to make a suggestion.
) 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 TI’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 1 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,......... ,47 1 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: ......... 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) I was wondering if you’d be interested in talking with us about a job.

b) 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?

C) Hello Mr Ortega. My name’s Beatrice Lumb. I 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:........... 51

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

Beatrice:........... 52

Carlos: Oh, yes?

Beatrice:............ 53

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

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

A e A



w e

&

a) perform

b) regulate
c) lateral
d) loyal
e) power
B Choose the correct word from Exercise A to complete the sentences.
It was of John to tell our competitors about the new product launch.
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 elations.

. Ifyou ... 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.

KOHTPOJIb 3HAHHUM 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?

Il 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!

11 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
try to be positive even when times are difficult

tell head office if any of their staff make mistakes

praise their staff as often as they can

encourage employees to speak out if they are unhappy

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

OCoOoO~NOOUTE,WN P

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 divorce your 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) lichen  (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.'ve suffering from stress recently.

4. | 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.I've done this unit. Can we do the next one?

10. the time | retire, | 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.

KOHTPO.Ib 3HAHUMH 1O PA3JIEJTY Ne 4

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 9) contact with people.

8 Howard says no one notices h) working from home.

9 Sara wants to increase ) a big machine.

10 Howard suggests that he might try )i 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) . Whentheseare 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.

(7) ____ 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) _ instance
doing your 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.

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 Cln 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) I don’t want to repeat myself but
b) Hold on now

c) | 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) I"d like to make a suggestion.

i) I’msorry 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 TI’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 1 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,......... ,7 1 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—e) to Carlos’s sentences to complete the
conversation.

a) I 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. I 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:........... 11



Carlos: Oh, yes?

Vocabulary

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

16em

17 under

18dis

19de

20 bi

a) perform

b) requlate

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 Ifyou ... 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 OHEHUBAHUSA YPOBHA COOPMUPOBAHHOCTHU KOMIIETEHI WU JIJIA
MNPOMEXYTOYHOM ATTECTALIUH

MaxkcumMajibHOE KOJTHY€eCTBO
0aJI0B Kpurepun
(rocygapcTBeHHasi OLIeHKA)
90-100 BrictaBnsercs oOy4aromemycs, €Ciii OH ONpeenser
(3aureHo0) paccMaTpuBaeMble MOHATHS pa3Jiesia WK TeMbl yueOHOM
JMCLUUIUIMHBI YETKO U MOJIHO, IPUBO/IS COOTBETCTBYIOIINE
PUMEPBI.
75-89 BrictraBnsercs oOyyaromemMycs, €Ciii OH J0IYCKaeT OT/IebHbIE
(3aureHo) MOTPELTHOCTH B OTBETE, HO B LIEJIOM JIEMOHCTPUPYET 3HAHUE U
BJIaJICHHUE COJIEpKaHHeM pa3jiesa (TeMbl) YueOHON TUCIUIIIMHBI
60-74 BrictraBnsercs oOyyaromemycs, €ciii OH 0OHapy)KMBaeT poOeIbl B
(3aureHo) 3HaHUSX MaTepuasa pasjena Uid TeMbl ydeOHOM TMCIUIUIMHBI




0-59 BrictraBnsercs oOyyaromemycsi, €Ciii OH 0OHapY)KUBaeT
2 (He 3a4TeHO) CYIIECTBEHHBIE MPOOEIIbI B 3HAHUSIX OCHOBHBIX MOJIOKEHUN pazjierna
W TEMBI Y4eOHOH JUCIUILTUHBI, HEYyMEHHE C TIOMOIIBIO
IIPENoIaBaTes MOJIyYUTh IPAaBUIIBHOE PEIIEHNE KOHKPETHOI
MIPAaKTHYECKON 3a7a4u




