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BBenenue

Hacrosmue MeToaudeckue ykazaHus MpeIHa3HAUYCHBI CTyeHTaM-0aKaiaBpam
4 kypca, oOyyaromuMcs MO MporpaMMme BhICIIEro 00pa30BaHUs IO HAINpPaBICHUIO
noarotoBku 45.03.01 ®dunonorus, npoduito «3apyOexkHasi GUIOIOTUS» U CO3/IaHbI C
IIEIbI0 OKa3aHUS METOAMYCCKOW MOJACPKKH B YCHEITHOM OCBOCHUU JTHUCIUTIIUHBI
«ITHKA JIETOBOTO OOIICHUS» B 7 y4eOHOM CeMecTpe.

OcHoBHasi 1eJb OCBOCHHUS JUCHUIUIMHBI 3aKIIOYACTCSd B  Pa3BUTHH
KOMMYHUKATUBHOW KOMIICTCHIIMM CTYJEHTOB, KOTOpas BKIHOYaeT B ce0s
JUHTBUCTUYCCKUH,  COIMOKYJBTYPHBIM M  TParMaTHYeCKHd  KOMITOHEHTHI,
HalpaBJICHHbIC Ha (OPMUPOBAHHWE W Pa3BUTHE CIIOCOOHOCTH CTYJACHTA peliaTh
SI3BIKOBBIMH CPEJICTBAMU T€ WM MHBIC KOMMYHUKATHBHBIC 3a/1aud B Pa3HBIX cepax
U CHUTyalusx oOmeHus. JIJIs JOCTHKEHUsS JTOW IIeIM HEOOXOJIMMO pelIecHUE
KOHKPETHBIX 33/1a4 B paMKax HaCTOAILIEH JUCIUTUIMHBIL:

1) oBmaneTh OCHOBHBIMH (OpMaMH [EJIOBOrO OOIICHHS HAa HMHOCTPAHHOM
A3bIKE: JIeNIoBas Oecefa, crop, mojemMuka, ae0athl, MeperoBophl, COBEIIaHMs, pecc-
KoH(epeHIuu;

2) OBJIaJCTh OCHOBHBIMH IpaBwiamMu opdorpaduu, JCKCHKO-TPaMMAaTHISCKUMU
0COOCHHOCTSMH MUCHMEHHOW KOMMYHHKAIIUH, @ TAaK)Ke MOTYyYUTh OOIIME CBEJICHUS O
3HaKax MyHKTYalluH;

3) oBiameTh OCHOBAMH JICJIOBOM KOMMYHHMKAIIMUM Ha aHIJIMHACKOM SI3BIKE,
MOJTYYUTh OOIIKE CBEICHNUS O CTaHAapTax 0(hOPMIICHHS M HATIMCAHUS IETIOBBIX MHCEM;

4) oBnageTh 0a30BBIMH TPUHIMIIAMH, JIOTHKOH H METOJaMH HaydHOI'O
WCCIICZIOBAHUS  TIO  BBISBIICHUIO  KOHKPETHBIX  TPOOJIEM  MEXKYJIbTYpPHOU
KOMMYHUKAIINH, BIUSIOMAX HA 3PHEKTUBHOCTh MEXKYJIBTYPHBIX M MEXKbI3BIKOBBIX
KOHTAaKTOB.

Takum oOpazoMm, pe3ynbTaTaMd OCBOCHUS IUCIUIUIHHBI «DTHUKA JEIIOBOTO
OOIIIeHHS» SIBISIIOTCS TaKue MPOPEeCcCUOHATbHbIE KOMIETEHIIUH, KaK CIOCOOHOCTH
MPUMEHSTh TOJyYeHHbIE 3HAHWS B OOJACTH TEOpUM UM HWCTOPUA OCHOBHOTO

M3y4aeMoro si3blKa (S3bIKOB) M JIUTEPATYphl (JIUTEpaTyp), TEOPUH KOMMYHUKAIIHH,
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(UIOJOTMYECKOTO aHalIM3a W HUHTEPHpPETaldd TEKCTa B COOCTBEHHOM HAy4dHO-
ucciaenosarenbckoi gestenbHocTu (ITIK-1); crnocoOHOCTH MPOBOIUTH MO HAYYHBIM
PYKOBOJICTBOM JIOKQJIbHBIE HCCIEAOBAHMS HAa OCHOBE CYIIECTBYIOIIMX METOJMK B
KOHKPETHON y3KOM 00JacTd  (UIOJOTHYECKOTO 3HaHUA C  (POPMYIUPOBKOU
apryMeHTHUPOBAaHHBIX yMo3akiodeHuil u BbeiBoJOB (IIK-2); BrnajgeHue HaBbIKaMu
MOATOTOBKM  HAy4YHbIX 0030pOB, aHHOTAllMii, coOCTaBiIeHUs pedeparoB U
oubnuorpaduili MO  TEMaTUKe  NPOBOAUMBIX  HCCIEAOBaHUM,  NpUEeMaMu
Ooubnuorpayeckoro  OMUCaHUS; 3HAHUE  OCHOBHBIX  OuOIMOrpaduyecKux
UCTOYHHMKOB U mouckoBbiX cucteM (I1K-3); BnajeHne HaBbIKAMU y4acTHs B HAyYHBIX
JUCKYCCHSIX, BBICTYIJIEHUS C COOOIICHUSIMU U JOKJIaJlaMU, YCTHOTO, MUCbMEHHOTO U
BUPTYalbHOTO  (pa3MmenieHue B  HUH(DOPMAIMOHHBIX  CETSAX)  MpeACTaBICHUS
MaTepuanoB coOcTBeHHBIX ucciaeaoBanuii (ITK-4).

Jlist ynydieHusi KadecTBa OBJIAJCHMS BBIINICYKAa3aHHBIMH KOMIIETEHIIUSAMHU
HEO0OXOIMMO CHayaja MO3HAKOMUTBCSA CO CTPYKTYPOH U COIEp>KaHUEM pa3iesioB, 0e3
OMO3/IaHUN TIOCEIIaTh MPAKTUYECKUE 3aHATHUS, B TIOJHOM OOBEME BBIMOIHATH
3alaHusg Ui CaMOTNOJTOTOBKM, HEYKOCHHUTEIBHO CIleJoBaTh TPeOOBaHUSIM K
BBIMIOJTHEHUIO MUCHbMEHHBIX palOT.

Kypc «Otuka nenoBoro oOIICHHS» COCTOMT W3 JABYX paszeiioB. «Business
writing» u «Presentations and public speaking», B KOTOpbIX paccMaTpUBAIOTCS
OCHOBHBIE TOHSTHA JEJIIOBOTO OOIICHHS B MUCHMEHHON (hopme, B YACTHOCTH, BUIIBI
JeJIOBBIX MUCEM, (POPMBI J1€710BOI KOPPECTIOHIEHIIMH, OCOOCHHOCTH UX COCTABIICHUS
HAa WHOCTPAaHHOM SI3bIKE, a TakkKe crhenuduka CO3MaHus TMPE3eHTAllud U
MPEACTABICHUS PE3yJIbTATOB CBOEI0 HAYYHOI'O TPy/Aa Ha aHTJIUHUCKOM SI3BIKE.

Kypc paccuntan na 144 yaca aynuTOpPHOW M CaMOCTOSATEIHHOW pabOTHI, W3
KoTopbix 98,75 waca oTBoaMTCS Ha TPOPabOTKY W TOBTOPEHWE MPAKTUUYECKOTO
MaTepraia y4eOHUKOB M y4E€OHBIX TOCOOMH, MMOATOTOBKY K MPAKTUYCCKUM 3aHSATHSIM,
pyOeXHOMY KOHTPOJIIO M 3K3aMeHy. B 1enom Kypc mpenmosiaraet BbINOJTHEHUE
CTyJAE€HTaMH 3HAYUTEJIBHOTO O0BEMa CaMOCTOSITEIbHOW paboThl. B aTOM CBs3M
JAHHOE M3JaHUE COAEPKUT METOJAMYECKHE PEKOMEHAALMH MO padoTe C 3aJaHUsIMU,

MPEACTABICHHBIMUA B 3JIEKTPOHHOM OHJIAWH-Kypce «ODTHKa JIeI0BOTO OOIICHUS».
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Kpome TOro, B M3JaHuM NpeACTaBIEHbI IUIaHbI MPAKTUUYECKUX 3aHATHH, KIIOUYEBBIE
CJIOBa MO KaXJO0W TeMe, a TakkKe 00pas3lbl OLEHOYHBIX CPEACTB M KPUTEPUU HX

OLICHKH.



1 Conep:xkanue pa3aeoB JUCHUTLIHHBI

1.1 Pa3nennbl AMCHMILIMHBI, M3y4YaeMble B / ceMecTpe

Paznen 1. /lenoBast KoppeCroHAEHIINS Ha aHTJIUMCKOM SI3BIKE

N3 44 yacoB NpakTUUECKUX ayAUTOPHBIX 3aHATHM HA U3Y4YEHUE ITOTO pasnelia
oTBOAUTCS 18 wacoB. DTOT pa3/iesl HAUMHAETCA CO 3HAKOMCTBA C MTOHATUEM JEIOBOTO
oOIIeHsT U OJHOM M3 ero (opM — JAENOBOro MHUChMA, €ro OTIMYHUKM OT APYIKECKOM
koppecnionaeHmuu (A notion of a business letter). 3atem packpbiBalOTCI U
omucheiBaroTcs BuAbl AenoBbix mucem (Kinds of business letters), u B wactHOCTH
0co00e BHUMaHUE yJENSIeTCs JOMUHUPYIOIIEMY B COBPEMEHHOM JICJIOBOM OOIICHUU
3JIEKTPOHHOMY BHay OusHec-kommyHukaruu (Email as a kind of business letters).
HemanoBaxxapiM (pakTOpOM TPU W3YyUYEHHH DTHUKH JEIOBOTO OOIICHHS BBICTYIAET
3HaAHUE CTPYKTYpbl JEJIOBBIX TIUCEM, OCOOEHHOCTEH BBIOOpAa JIEKCHYECKUX,
rpaMMaTHYeCKUX U CTHIMCTHYECKHX cpencTB ee HamonHenus (The language and
structure of introducing, developing and finishing stage of written communication.
Email etiquette. Making arrangements in written business communication).
HaubGonee cnokHBIM B OCBOCHHHM $S3bIKa MHUCHBMEHHOTO JIETIOBOTO OOIIEHUS
NPU3HACTCS MCIOJB30BaHUE KIIUIIE M YCTOWUMBBIX (PPa3eOIOTHUECKUX SI3BIKOBBIX
CIMHUII, XapaKTePHBIX I aenoBoi koppecnonaennuu (ldioms and phrasal verbs of
business communication. Email address). Ilpoueaypa oOTmpaBKH W IOJyYEHHUS
JEJOBBIX DSJIEKTPOHHBIX IHCEM, HMX MpPOBEpPKa IMepe] OTIPABICHUEM, IPaMOTHOE
oopMIIEHHE pacCMaTPUBAIOTCS Ha MaTepuaje COBPEMEHHOTO aHTJIMMCKOTO SI3bIKa C
npuBJIcYCHHEM 00pa3IloB pealbHBIX AeNIoBBIX mrceM (Sending and receiving emails.
Enquiries. Proofreading. Printed correspondence). Bumbl 3JeKTpOHHBIX JEIOBBIX
MHCEeM, HUX CTPYKTYpPHO-COJEpKarelbHas crenuduka u3y4yaroTcss B paMKax
Heckoubkux 3aHstuid (Commercial offers. Inquiry letters. Request letters. Cover
letters. WL (warning letters). Letters of notification. Letters of complaint. How to
respond to different kinds of letters). Pa3BuTre HaBBIKOB MJEIIOBOrO MHCHMa

OCYIICCTBILACTCA B aCIICKTC U3YUCHUA ocoOeHHOCTEN CO3aaHuA HpGSCHTaLII/Iﬁ C TOYKH



3pCHUA NX SPrOHOMHUYHOCTH, BBI60pa SI3BIKOBBIX CPCIACTB, BBICTpAWBAHUS JIOTUYHOM
CTPYKTYpbI,  II€JI€COO0pPa3HOr0  MCIOJIb30BaHMUS  TpaduuyecKux  HU300paxKeHun
(Organizing your presentation. Language and graphics. The structure of your
presentation. Presentation slide tips).

Paznen 2. Ilpe3enranus pe3yapTaToB HAy4YHOH paOOThI

N3 44 yacoB NpakTUUECKUX ayAUTOPHBIX 3aHATHM HAa U3Y4YEHUE ITOTO pasjelia
OTBOAUTCA 26 yacos. YcoeurHas MpC3CHTAlUA pPE3YJIbTATOB COOCTBEHHBIX HaYyYHBIX
UCCJICIOBAaHNN HEBO3MOKHA 0€3 3HaHUM 0a30BBIX MOHATUM J€JIOBOM KOMMYHHKAIIHH,
B TOM YHUCIJIE U YCTHOﬁ, BCJICACTBHUC YCTO HU3YUCHHUC 3TOIO pasaciia HAYUHACTCA C
OBJIAZICHUS HAaBbIKaMU IPCIACTABIIATH ce0sT U CBOMX KOJUIET B Pa3JIMYHBbIX CUTYyallUAX
nenosoro obmenus (Introducing yourself and your colleagues in oral business
communication). 3HaKOMCTBO C HEKOTOPBIMH MOJCISIMHU IMyOJIMYHOUW peuun
CIOCOOCTBYET rpaMOTHOMY (hopMmupoBanus peueBbix Aciictuii (Five-finger model of
public speaking). OcobeHHOCTH MYyOJHUYHBIX BBICTYIUICHHH B paMKaX pa3IMYHBIX
CUTYaIlMil JeI0BOro0 OOIIEHHS pPacCMaTPHBAIOTCS Ha HECKONbKUX 3aHaTusax (The
specificity of oral speech at meetings and briefings.The format and the procedure of
scientific events.Reporting at the conferences and workshops.The strategy of giving a
talk with the presentation.Delivering lectures: language and lecturer’s skills).Ogaum
U3 BHUJOB JEJIOBOTO OOIICHHUS BBICTYIAET OWM3HEC MHTEPBBIO IPU YCTPOMCTBE HAa
paboTy, a Takxke OOIIeHHE ¢ KOJUIETaMHU M MapTHEpaMU. Y CIICITHOE OBJIAJEHUE dTUM
BHUIOM O6IH€HI/I${ CTPOUTCA HA 3HAHUAX COOTBGTCTBYIOIHeﬁ HCKCHKO-FpaMMaTH‘IGCKOﬁ
nu CTI/I.]'II/ICTI/IKO-HpaFMaTquCKOﬁ OCHOBBI, YMCHHAX I'PaMOTHOI'O M CBOCBPCMCHHOI'O
MPUMEHEHHUSI B COOTBETCTBYIOMMX cUTyanusx obmenus (Recruitment and selection.
Business interview. Skills and qualifications. Organizations. People and workplaces.
Freelance and odd jobs. Problems at work. The ways of avoiding conflicts by means
of language. Time management, stress management and personal skills. Pay and
benefits. Career ladder. Money matters. Getting paid. Costs and sales. Profitability
and unprofitability). HemanoBakHbIM yMEHHEM YCICIIHOIO JICIOBOIO OOIICHUS
BBICTyIIaeT YMEHHE BECTH KOMMYyHHKaIio 1o Tenedony (Speaking over the phone.

Set expressions and phone etiquette for business calls). 3nanue nemoBoro 3THKeTa,
8



YMEHUE TMPaBUIBLHON OpraHM3alid U MPOBEJCHUS JICIOBBIX MEPETOBOPOB UTPAIOT
pemamnyro  poiab B cdepe MNPEACTABICHHUS U MPOJABIKEHHUS PE3YJIbTATOB

coOcTBeHHBIX HayuHbIX uccenoBanmii (Netiquette and the language of negotiations).

1.2 TexnoJjioruveckasi KapTa pedTHHIOBbIX 0AJ1JIOB 110 Y4eOHOMY

KYpCY «ITHKA /1eJI0BOT0 00LEeHUs»

MakcuManbHOe KOJIMYeCcTBO OaoB 3a paboTy B TeueHue cemectpa: 70
6amoB. [IpomexyTouHbIli KOHTPOIB 3a cemecTp: 30 GanioB

Cemectp 7. YueOHas paboTa CTy/IeHTa

Bcero gacoB 144 gyaca, B ToM 4ucIe:

1) npaktudeckue 3aHsATHI — 44 4acoB;

2) TOArOTOBKA K MPAKTUYCCKUM 3aHATUAM—22 Yaca;

3) TBOpYeckas caMocTosTeIbHAs paboTa — 12 4acos;

4) TOArOTOBKA K DK3aMeHy — 4 Jaca.

Tabmuma 1 - TexHoMornyeckasi Kapra JUCHUILIUHBI « DTHKA JEJI0BOTO OOIICHUS»

No KonTposmpyembie MeponpuaTus PeittunroBpIit
/1 Oa1
1-8 yueOHbIe Hegeu
1 Paborta B X0/1¢ MpaKTHYECKUX 3aHATHIA (0OTpabOTKA JIEKCHKO- 8
IrpaMMAaTUYECKOr0 MaTepHaa, IOBTOPEHNUE U3YYEHHOTO
Marepuaa)
2 KoHTposIh TBOpYECKOH CAMOCTOSTEIILHON pabOThI 16
2.1 | BeimosiHeHHE KOMILIEKCHOTO JIOMAIIHET0 33aJaHus 10 pa3aeny 8
«Business writing»
2.2 | BoimonHeHue 33JaHUi B SJIEGKTPOHHOM OHJIAItH-KypCe M0 pa3aeny 8
«Business writing»
3 KoHTposbpHbBIE U TECTOBBIC 3aJaHUS 2
9-14 yuyeOHble HeeH
1 Pabora B X0/1¢ MpakTUYeCKHX 3aHATH (0TpaboTKa JIEKCHKO- 6
rpaMMaTHYeCKOro MaTepHasia, HOBTOPEHHE H3yYEHHOTO
MaTepuaa)
2 KoHTpoJib TBOpUECKON CaMOCTOSTEIbHON pabOThI 16
2.1 | BolnosHeHHEe KOMITJIEKCHOTO JIOMAIIHETO 3a[aHus IO pa3ieny 8
«Presentations and public speaking»
2.2 | BeimosHeHUE 3aJaHUI B DIIGKTPOHHOM OHJIAH-KypCe 10 8
pazneny«Presentations and public speaking»
3 KoHTposbpHBIE U TECTOBBIC 3aJaHUS 2




[Tponomxenue Tabauisl 1

Ne KonTposmmpyembie MeponpusaTus PeittuHroBp1i
n/n Oas1
15-19 yuyeOHbIe Hegean
Ne KonTtponupyemslie MmeponpusTus PeliTuHrOBHIN
n/m Oas1
1 Pabota B X0/1¢ MpakTHUECKUX 3aHATHIA (0OTpabOTKA JIEKCUKO- 5
IrpaMMAaTHYECKOT0 MaTepHaa, IOBTOPEHNUE U3YUYEHHOTO
Marepuaa)
2 KoHTposbs TBOpUECKON caMOCTOSITENIbHOM paboThI 12
2.1 | BoimosHeHHE KOMITJIEKCHOTO JIOMAITHETO 3aaHus TI0 Pa3lelry 6
«Presentations and public speaking»
2.2 | BemoJiHeHUE 3aJaHUI B DJIGKTPOHHOM OHJIAHH-KypCe TI0 6
pazaeny«Presentations and public speaking»
3 KoHTposbHbBIE U TECTOBBIE 3aJTaHUS 3
Bcezo 6annoe 70
‘ HroroBblii KOHTPOJIB (3K3aMeH) 30
Hmozo b6annoe 100

1.1 Pacumudpoka 6anioB

1. PaboTa B X0/1¢ MPaKTHYECKOTO 3aHATHS

OTtpaboTKa JeKCHKO-TpaMMaTHUeckoro matepuana — 1 Gamn 3a paboty Ha 1
PAKTUYECKOM 3aHATHH.

Ttpad — 0,5 Gamia 3a OTCYTCTBHE OTBETA HA 3aIaHHBINA BOIPOC.

2. CamocrosiTenbHas paboTa CTyASHTOB

2.1 JlomanrHee 3agaHue IO TEME

Makcumym — 9 OGamioB (BoimonHenue 100% 3amanuil BEpHO, TPaMOTHO,
0OpOCOBECTHO).

6 6anoB — mpu BeITOTHEHUH 75% 3agaHUM.

2 Gamna — nipu BeimoaHeHUH 60% 3a1aHuid.

1 6amn — npwu BeIMoHEHNH He MeHee 50% 3amxaHuii.

2.2 BeimomHeHwe — 3aJaHWA B JJIGKTPOHHOM  OHJIAMH-Kypce  TO
COOTBETCTBYIOIIEMY Pa3feity

MakcuMyM B TIEPBOM KOHTPOJIHUPYEMOM OTpe3ke — 8 6amioB (rpaMoTHas peyb
0e3 Oomopel Ha TEKCT, KAa4eCTBEHHAs MPE3CHTAIUs WM HArJISJHBIA MaTepua;
COJICPKATEIIBHOCTh MaTepHalia).

6 GanIoB — OTBET C OMOPOY HA TEKCT.

2 Ganna — IIpHu HEAOCTATOYHOM JICKCHUKO-I'PAMMATHYCCKOM HAIIOJITHCHHUU.
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1 Gamn — mpy HATWMYUK HEJOCTATKOB B COJIEPKATEIIbHOM KOMITOHEHTE OTBETA.

MakcuMyM BO BTOPOM KOHTPOJIUPYEMOM OTpe3ke — 8 6aiioB (rpaMoTHasi peyb
0e3 omopel Ha TEKCT, KA4eCTBEHHAs MPE3CHTAIMs WIM HATJISIHBIA MaTepua;
COJICPKATCIIBHOCTh MaTepHaia).

4 Oania — OTBET C ONOPOI Ha TEKCT.

2 Gania — Ipyu HEJOCTATOYHOM JIEKCUKO-TPaMMaTH4YE€CKOM HAIOJIHEHUH.

1 Gan — mpy HAJTMYHUU HEJIOCTATKOB B COJICPKATCIIBHOM KOMITOHEHTE OTBETA,

MakcuMyM B TPETbeM KOHTPOJIUPYEMOM OTpe3ke — 6 0aymioB (rpaMoTHas pedb
0c3 Oomopel Ha TEKCT, KA4eCTBCHHAs MPE3CHTAIlMs WIM HATJSTHBIA MaTepua;
COJICPIKATEIIBHOCTh MaTepHaa).

4 Oamia — OTBET C ONOPOI Ha TEKCT.

2 bajia — Ipu HEJIOCTATOYHOM JICKCHKO-TPaMMaTHYECKOM HAIOJTHCHUH.

1 Gayn — nmpy HAJIMYHUK HEJOCTATKOB B COJICPKATCIIBHOM KOMITOHEHTE OTBETA

3 KoHTpoIibHBIE U TECTOBBIE 3a/1aHUS

[Ipy BBIIOJIHEHUH MOIYJIBHBIX W HMTOTOBOW KOHTPOJIBHBIX PaboT, a Takxke
TECTUPOBAHUM MOXHO MOJYYUTh JOMOTHUTEIbHBIE OaTbl B OOIIUI 3a4eT.

Makcumym — 3 Gamta B 1 U 2 KOHTPOJIHUPYEMBIX OTpe3kax u 2 Oamna B 3
(BeimoHeHue 100 % 3agaHuii BEpHO, TPAaMOTHO, I0OPOCOBECTHO).

2 (1) 6aya — pu BeITIOTHEHUH 75 % 3a1aHU.

1 (1) 6amna — npu BeImonHEeHUH 60 % 3a1aHKN.

1 (0) 6amt — npu BeIoNTHEHUU HE MeHee S50 % 3aaaHui.

5. OTBeT Ha HPK3aMEHE.

[Ipu oTBeTe Ha »SK3aMEHE CTYIEHT MOXET TOJYYHTh MAaKCUMaIbHOE
KOoJr4ecTBO 0aiutoB — 30 B COOTBETCTBUHU CO CIEAYIONTUMU KPUTEPHSIMU:

- 30-25 BBICTABISIIOTCS CTY/ACHTY, MOKa3aBIIeMy T1yOOKOe 3HAHHE JIEKCHKO-
rpaMMaTHYECKOro Marepuana, crnenuuky QopMbl W COAEpKAHUS MHCHMEHHOU
JICTIOBOM KOPPECTIOHICHIINH, IEMOHCTPHUPYIOIIEMY CBOOOHOE BIAJCHUE MPABHIIAMHU
ATUKETA, YMEIOIIEMY TPaMOTHO I CBOEBPEMEHHO pEarupoBaTh Ha PEUYCBBIC JCHCTBUS
onmoHeHTOoB. OtTBeT 10 ((QopMe JIOTHYEH, CcoAepkKaTeJeH ¢  OOOCHOBaH

(aprymeHnTupoBaH). Beicka3bpiBaHUS COOTBETCTBYIOT I'PAaMMAaTHYECKHUM, JIEKCUUECKUM
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1 (POHETUYECKUM HOPMaM aHTJIMUCKOTO si3blKa. B OTBeTe MPUCYTCTBYIOT JIEMEHTHI
TBOPYECKOIO MOJIX0/1a K U3JIOKEHUIO MaTepuana.

— 24-19 6amioB BBICTABISIIOTCS CTYJEHTY, €CIM OH IOKa3al J0CTaTOYHOE
3HaHUE JIEKCUKO-TPAaMMaTHYECKOro Marepuana, crneruduxky (opMbl U COJEpPKAHUS
MMUCbMEHHOW JIeJIOBOM KOPPECIOHJEHIIUM, JIEMOHCTPUPYET XOpOIlee BIaJCHUE
MpaBUJIaMH dTUKETA, YMEET TPAaMOTHO, HO HE BCET/la CBOEBPEMEHHO pearupoBaTh Ha
pedeBbie AeicTBUS onmoHeHToB. OTBeT mo (opmMe JIOTUYEH, COAECPIKATENICH, HO
HEJJOCTATOYHO TIOJIOH M AapryMEHTUPOBaH. B BBICKa3bIBaHUSX MPUCYTCTBYIOT
OTJICJIbHBIC CIIy4au HapyIICHUS TPaMMAaTHYECKUX, JEKCHUYECKUX U (POHETUYECKUX
HOPM  aHTJIMUCKOTO s3biKa. OTBET CONEPNKUT HE3HAUYUTEIIbHBIC  DJIEMEHTHI
TBOPYECKOI'O IMOJIX0/1a K U3JIOKEHUIO MaTepuaa.

— 18-13 OGanjoB BBICTABISIOTCS CTYJICHTY, €CIM OH TOKa3blBaeT 3HAHUE
OCHOBHOTO JIEKCUKO-TPAMMAaTUUECKOTO MaTepHayia, HCIBITBIBAET OIpPECICHHBIC
3aTpyJIHEHUS B PACKPBITUH CIIEIU(PUKH (HOPMBI U COJIEPIKAHUS TUCbMEHHOM JI€JI0BOM
KOPPECTOHICHITUHY, JEMOHCTPUPYET HEJOCTATOYHOE BIIaJICHHE MpaBUJIAMU ITHUKETA,
HErPAaMOTHO M HECBOEBPEMEHHO pearupyeT Ha peyeBbie JEWCTBHUS OIMOHEHTOB.
OtBeT no opMe HEeJOCTATOUHO MOCIEAOBATEIEH U JIOTHYEH, OTCYTCTBYET MOJHOTA U
apTyMEHTHPOBAHHOCTh CYXKJEHHUW. B BBICKa3bIBaHUAX MPUCYTCTBYIOT CIIydau
HapyIIeHUS TPaMMaTUYECKHX, JIGKCHYCCKHX WU (POHETUYSCKHM HOPM aHTIIUHCKOTO
s3bIka. B OTBETE OTCYTCTBYIOT AJIEMEHTHI TBOPUYECKOTO IOAX0Ja K H3JI0KECHUIO
Marepuara.

12 u MeHee OaIOB BBICTABISIOTCS CTYAEHTY, KOTOPBIM HE MOKa3al 3HAHUE
OCHOBHOTO 3HAaHUE JIEKCMKO-TPAMMATHYECKOr0 Marepuasna, MpOSBUI CEpPbE3HBIC
3aTpyIHEHUST B  PACKPHITUH cruerupuku ¢GOpMbI U COACPKAHUS MHUCHbMEHHOU
JI€JI0BOM KOPPECMOHJEHIINH, JEMOHCTPUPYET HENOCTAaTOYHOE BIIAJICHUE MpaBUJIaMU
ATUKETAa, HErpaMOTHO U HECBOEBPEMEHHO pearupyeT Ha peudeBble JEUCTBUS
ommoHeHTOB. OTBeT MO (opMe HEMOCIeqOBATEIICH W HEIOTHYEH, OTCYTCTBYET
MOJIHOTa U apryMEHTUPOBAHHOCTh CYXJEHUU. B BbICKa3bIBaHUSX MNPUCYTCTBYIOT
rpaMMaTHYecKue, JeKCHueckne © (OHETHYECKHE HapylieHus (OIUOKH) HOPM

AHTJIMACKOTO A3bIKA.
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CoOOTBETCTBEHHO, NMPU CYMMHUPOBAHUM 0aIOB MO paboTe B XOJIe€ ceMecTpa U

pe3ysibTaTaM 3K3aMEHa, CTYJICHT MOJIyYaeT CJIEIYIOIIYIO OLEHKY:

100-91 6annoB — «OTIMIHOY;

90-81 6amI0B — «XOPOLION;

80-70 6ay10B — «y1OBJIETBOPUTEIBHO.

Kpome Toro, cTyneHT BhpaBe MONYYUTh COOTBETCTBYIOIIYIO OLICHKY 3a KYypC

npu Habope HEOOXOAUMOro KOJWYecTBa OaljloB MPH BHINOJHEHUH OMHCAHHBIX

y4eOHBIX MEPONPUATUIA B TEUEHUE CEMECTPA.

2 Il1aH NpaKkTHYEeCKUX 3aHATHI

7 cemecTp

Tabmuma 2 — IlnaH npakTUYECKUX 3aHATUNA NUCIUIUIMHBI «DTHKA JIETOBOTO

OOIICHUSY
No 3ansTHS e Tema Kon-so
pasaciia qacoB
1 1 A notion of a business letter. Kinds of business letters. 2
2 1 Email as a kind of business letters. The language and structure of 2
introducing, developing and finishing stage of written
communication. Email etiquette.
3 1 Making arrangements in written business communication. Idioms 2
and phrasal verbs of business communication.
4 1 Email address. Sending and receiving emails. Enquiries. 2
Proofreading.
5 1 Printed correspondence. Commercial offers. Inquiry letters. Request 2
letters.
6 1 Printed correspondence. Cover letters. WL (warning letters). Letters 2
of notification. Letters of complaint.
7 1 Printed correspondence. How to respond to different kinds of 2
letters.
8 1 Organizing your presentation. Language and graphics. 2
9 1 The structure of your presentation. Presentation slide tips. 2

13




[Ipononxenue TadauIbI 2

No Kon-Bo
Ne zansatus Tema
pasaciia qacoB
10 2 Introducing yourself and your colleagues in oral business 2

communication. Five-finger model of public speaking.

11 2 The specificity of oral speech at meetings and briefings. 2

12 2 The format and the procedure of scientific events. Reporting at the 2
conferences and workshops. The strategy of giving a talk with the
presentation.

13 2 The format and the procedure of scientific events. Delivering 2

lectures: language and lecturer’s skills.

14 2 Recruitment and selection. Business interview. Skills and 2

qualifications.

15 2 Organizations. People and workplaces. Freelance and odd jobs. 2

16 2 Problems at work. The ways of avoiding conflicts by means of 2
language.

17 2 Time management, stress management and personal skills. Pay and 2

benefits. Career ladder.

18 2 Money matters. Getting paid. Costs and sales. Profitability and 2
unprofitability.

19, 20 2 Speaking over the phone. Set expressions and phone etiquette for 4
business calls.

21, 22 2 Netiquette and the language of negotiations. 4

Hroro: 44

3 Meroanyeckue peKOMEHJAALUMU MO PadoTe ¢ 3IIEKTPOHHBIM

OHJIAMH-KYPCOM «IJTHKA /1€JIOBOT0 O0LIIEHHSI»

B yuyeOHO-MeTOAMYECKOM KOMIUJIEKCE JUCHUIUIMHBI «OTHKa JI€JI0BOTO
OOIIEeHUs» OTHOMMEHHBIN JJIEKTPOHHBIM OHJIAWH-KYpC HAmpaBlieH Ha OOecrieueHue
CaMOCTOSITEJIbHOM ~ pabOTBl  CTYIEHTOB M CIOCOOCTBYET  pa3BUTUIO U
COBEPIIEHCTBOBAHHUIO BCEX MpPO(ecCHOHANBHBIX KoMneTeHUud. OH COCTOUT U3

COOTBETCTBYIOIIMX pabodell mporpamme pasznenioB: JlemoBas KOppeCHOHICHIMS Ha
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aHrmuickoM si3blke W llpeseHTanust pe3ynbTaToB HaydyHOM paboThl. Kaxapii u3
pa3zenoB COAECPKUT HEOOXONMMBIM JJii O0OECHEeUeHUs CaMOCTOSITENbHOM paboThI
CTYICHTOB  MaTepuan, CHOCOOCTBYIOIIUMH TIIyOOKOH mpopabOTKE  JEKCHKO-
rpaMMaTHYECKOr0 MaTepHalia, COBEPIIEHCTBOBAHUIO YMEHUN M Pa3BUTHIO HABBIKOB
MUCBMEHHOTO JIEJIOBOTO OOILIEHHUS.

B yactHOocTM pasmen «llenoBas KOPpPECHOHIACHLHUS HA AHTJIMUCKOM S3BIKE»
COJIEP)KUT TPEHUPOBOUHBbIE 3aJaHUsl Ha OIpeAesieHHe BHAA JIEIOBOTO NHChMA,
BBIIJICHUE  €r0  CTPYKTYpHO-COJIepKaTeNIbHOM  cHelu(pUuKH,  COOTHECEHHUE
ONpEJIEICHHOI0 BHJa MHUCbMAa C BO3MOXKHBIMM BapHaHTaMU OTBETa Ha HETO,
HamucaHue  JIJIOBOTO  NHUChbMA C  Y4YETOM  JIEKCMKO-TPAMMAaTHYECKHX U
CTHUJIUCTHYECKUX OCOOCHHOCTEH.

B paznene «llpesenTtanus pe3ynbTaToB HaydyHOH pabOTH» paccMaTpHUBAIOTCA
OCHOBHBIC AaCIEKThl YCTHOM W MUCHhbMEHHOW KOMMYHHUKAIIMM B HAYYHOM JIUCKYpCE.
TpeHupoBouHbIE 3a7aHUsl HaNpaBJIeHbl Ha (QOPMUPOBAHHE HaBbIKA BIAJCHUS
dbopMaTtaMu MOATOTOBKU MPE3CHTAIMKM KaK B MUCbMEHHOW, Tak U YCTHOU (opme Ha
OCHOBE M3y4Y€HHUS SI3bIKa W CTWISI HAYYHOM AMCKYCCHM, OMUCAHUA OCOOEHHOCTEH
HAyYHBIX MEPONIPUATHIA U BUJIOB PabOT, MPEJICTABISAEMBIX B X PAMKaX.

OcHOBHBIE pEKOMEHJAIMU PabOThl B DJIEKTPOHHOM OHJIAMH-Kypce «ITHKa
JIETIOBOTO  OOIIEHHUs» KacaloTCsi CBOEBPEMEHHOTO BBIMOJHEHUS MpeajiaraeMbiX
3aJlaHUM, CaMOCTOSITEIbHOCTM M BHUMAaHHUSl K J€TajsiM, YETKOrO BBIOJHEHUS

TpeOOBaHUI MIPETIOIaBaTENs U y4eTa OTPAHUYCHUIN CUCTEMBI.

4 Kputepum OeHKH

OueHka 3HaHUM CTYEHTOB IPOU3BOJUTCS MO CIAEIYIOUIUM KPUTEPUSIM:

- OLICHKA «OTJIUYHOY» BBICTABJISETCS CTYACHTY, €CJIM OH IITyOOKO U MPOYHO
YCBOWJI MNPOrpaMMHBIM  MaTepuanl Kypca, MOKa3bIBA€T TJIyOOKHME 3HaHUS,
CaMOCTOSITEJIbHO OCMBICIISIET M TOMOJIHSET OTBET COOCTBEHHBIM (DaKTHUECKUM

MaTrcpuajaIoM, YMCCT I'paMOTHO M BOBPCMA HCIIOJB30BATbh M3Y4YCHHBIC MM KIHMIIC N
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BBIpQXKEHUSI B COOTBETCTBYIOIIMX CHUTYyalUsIX JEJIOBOTO OOIEHMsS, BIaJCeT
rpaMMaTUYECKOM, JIEKCUYECKOM W CTWIMCTHYECKOM HOpMaMM peud Mpu OU3HeEC
HMHTEPBBIO C LETbI0 YCTPOUCTBA HA PA0OTY, B U3JI0KEHUU PE3YyJIbTaTOB COOCTBEHHBIX
HAYYHBIX UCCIIEOBAHU, HAIIMCAHUU PA3JIMYHOTO POJIA AEI0BOM KOPPECTIOHACHIIUH.

. OLICHKA «XOPOILO» BBICTABISETCSA CTYAEHTY, €CJIM OH B OCHOBHOM 3HA€T
SI3IKOBOW MaTepuai, NPEAyCMOTPEHHBIM MPOrPaMMOM, M €ro 3HAHUS JOCTATOYHBI
JUISL  BBITIOJIHGHUS  3aJlaHHM, TIOMOJHSAET OTBET COOCTBEHHBIM (PAKTHUECKUM
MaTEPUAIOM, YMEET I'PAMOTHO M BOBPEMs HCIOJIB30BATh M3YUYEHHBIE MM KIHUIIE U
BBIPDAXKEHUSI B COOTBETCTBYIOIIMX CHUTYyallMsAX JEJIOBOrO OOIIEHHUS, BIaJeeT
rpaMMaTUYECKOM, JIEKCUYECKOW U CTHIMCTUYECKOM HOPMaMHu PEYM MPU YCTPOMCTBE
Ha pPaboTy, B M3JIOXKEHUU PE3YJIbTAaTOB COOCTBEHHBIX HAYYHBIX HCCIIEAOBAHUIA,
HAIMCAHUU PA3JIMYHOTO POJia AEIIOBOU KOPPECIIOHICHIIHH.

- OLICHKA «YJIOBJIETBOPUTEIILHO» BBICTABIISIETCS] CTYACHTY, €CJIU OH UMEET
3HAHMSI OCHOBHOTO SI3bIKOBOTO MaTepuaja, HO OHM HEeJIOCTAaTOYHBI ISl TOTO, YTOOBI
rIIyOOKO pa30upaThCs B SA3BIKOBBIX SIBJICHUSX.

- OLICHKA «HEYJIOBJIETBOPUTEIIBHOY» BBICTABISAECTCS CTYJIEHTY, KOTOPBIA HE
3HAeT 3HAYUTEIBHOW YacCTHU IPOTPAMMHOIO MaTepUald, JOIYCKAET CYIIECTBEHHBIE
OomMOKHU, B TPOIECCe BBIMOJHECHUS 3aJaHUil WM HE CHPABISIETCS C HUMHU

CaMOCTOATCIIBHO.

5 OueHo4YHbIE CpeICTBA ISl TEKYIero KOHTPOJIS yCIIeBaAeMOCTH,

HpOMe)KyTO‘IHOﬁ aTreCcrallum 1 110 uToraM OCBOCHUSA JTUCHUIIJIMNHBI

TecToBble 3a/1aHUs COCTABJIEHBI 10 pa3aenam

Metonvka npoBeAEHUS] KOHTPOJIA:

IIPY MIPOBEJICHUU KOHTPOJISA MOJYYEHHBIX 3HAHUW CTYJEHTY npeabssisercsa 30
TECTOBBIX 3aJaHUM 3aKPBITOrO TUNA, KOTOPBHIE OH JOJKEH BBIITOJIHUTH B TeueHHUE |

gaca, MaX BpeMs BBIIIOJIHECHUSI OAHOTO 3aJaHusI 2 MHUHYTHI.
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K kaxxmomy 3aKkpbITOMY BOIIPOCY TpejiaraeTcss HeCKOJIbKO BapHaHTOB OTBETA,
OJIMH WJTU HECKOJBKO U3 KOTOPBIX SBIISIOTCS MPaBUIBLHBIMU. 32 KaKIbIH MTPaBUIBHBIN
OTBET Hauuciagercd 1 Oamn

Kpurepun ouenku:

- OIICHKA «OTJIMYHO» BBICTABISCTCA CTYJCHTY, €CJIU BEPHO BHIMOJHEHO 85-
100% TecTOBBIX 3aJaHUI,

- OIICHKA «XOPOILIO» BBICTABIISETCS CTYJICHTY, €CJIM BEPHO BBITIOJHEHO 65-85%
TECTOBBIX 3aJaHUM,

- OIIEHKAa «YJIOBJICTBOPHUTEIBHO» BBICTABIIACTCS CTYACHTY, €CIH BEPHO
BbINOHEHO 50-65% TecTOBBIX 3aJaHUH,

- OIICHKA «HEYJOBJICTBOPUTEIIPHO» BBICTABISACTCSA CTYACHTY, €CIM BEPHO

BEINOJIHEHO MeHee 50% TeCTOBBIX 3aJaHHN.

5.1 TecToBbIC 3a1aHUA

1 forms a part of your self-concept, it helps you

understand yourself and others, solve problems and learn new things and even build
your career.

2 A term “cold calls” means:

- communicating in cold weather

- communicating with friends

- communicating with unknown people

- communicating with your boss

3 Identify all types of communication contexts

- intrapersonal communication

- interpersonal communication

- group communication

- family communication

- public communication

- ultrapersonal communication
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- mass communication

4 The “golden rule” of any communication is
- do everything you want

- listen to your partner

- don’t interrupt

- treat others the way you would like to be treated
- first think then speak

5 Being prepared for communication means
- being organized

- being clear

- being polite

- being concise

- being punctual

6 As a communicator being ethical means

- being egalitarian

- being respectful

- being trustworthy and overall

- being polite

- practicing the “golden rule”

7 A system of symbols, words, and/or gestures used to communicate meaning

8 Parts of a message are
- a burst of laughing

- attention statement

- introduction

- polite gesture

- body

- conclusion

- residual message

9 Turkish proverb says, “Speaking is silver, 1s gold”.
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listening
10 Match forms of

organizations with their definitions

1 company |1 a large company that has offices, shops or factories in
several countries

2 2 an organization that provides services or makes or sells

enterprise | goods for money

3 3 a business concern, especially one involving a partnership

corporation | of two or more people

4 firm 4 a large company or business organization

5 corporate headquarters

11 Match the word

s denoting various groups of people with the descriptions

1 a freelancer

1 someone who owns shares in a company

2 a shareholder

2 the only person who owns the business

3 a sole | 3 a self employed person who does work for various
proprietor companies

4 a self- | 4 someone working for himself instead of for an
employed employer and paid directly by the people whom he
person provides a product or a service to

5 someone who has special skills and qualifications

12 Match the word

s with their correct definitions

1 a full-time job

1 this job does not finish after a fixed period

2 a permanent

job

2 a work that finishes after a fixed period

3 a temporary

work

3 this kind of work is for the whole of the normal

working week

4 a part-time job

4 a job that you do for fewer hours a week than people

usually work

5 a kind of never ending work

13 Match the kinds of work with their Russian equivalents
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1 a full-time job 1 mocTosiHHas paboTta

2 a permanent job 2 BpeMeHHas paboTa

3 atemporary work | 3 paboTa ¢ MOJIHOM 3aHATOCTHIO

4 a part-time job 4 paboTa ¢ YAaCTUYHOH 3aHATOCTHIO, IIO

COBMCCTUTCIILCTBY

5 paboTa ot cirydast K ciydaro

14 Match the words with their Russian equivalents

1 go-slow 1 3abacToBKa, MpU KOTOPOM paOOTHUKHU MOKHUJIAIOT MECTO
paboThI

2 strike 2 3a0acTOBKa, MPUOCTaHOBKA(TIJIATEX)EeH, pabOoThI)

3 walk-out 3 3abacToBKa

4 stoppage 4 3abacToBKa, MpU KOTOPOW paOOTHUKH padoTaroT
MeIJICHHEE MU MEHbIIIE OOBIYHOTO
5 3a0acToBKa, UISIIAsCS HE MEHBIIIE HEICITH

15 Match the words with their Russian equivalents

1 payroll 1 npodcoro3
2 trade union 2 TUIaTeXKHAA BEIOMOCTD
3 human resources department 3 BCIIOMOTaTeIbHBIN MTEPCOHAI
4 support staff 4 oTaeN KaapoB
S yIpaBJI€HUE MEPCOHATIOM

16 Put the following lines of a telephone conversation in the right order

1 Respondent: “Can I ask who is speaking?”

2 Caller: “Can I speak to Bill?”

3 Respondent: “Where are you calling from?”

4 Caller: “Tom.”

5 Caller: “England.”

6 Respondent: “The company name, please?"

17 Put the following lines of a telephone conversation in the right order

1 Respondent: “Can I ask who is speaking?"
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2 Caller: “Can I speak to Mary?”

3 Respondent: “The company name, please?”

4 Caller: “Sam.”

5 Caller: “It’s a personal call.”

6 Respondent: “Is Mary expecting your call?”

18 Put the following lines of a telephone conversation in the right order

1 Respondent: “The company name, please?”

2 Caller: “Can I speak to Rob?”

3 Respondent: “Is Rob expecting your call?”

4 Caller: “It’s a personal call.”

5 Caller: “No.”

6 Respondent: “OK let me try his line for you.”

19 Why should you use the caller's name when possible?
- To hold them accountable for what they say.

- To add a personal touch to the call.

- To make friends with the caller.

- To confirm the caller's identity.

20 Which of the following is the most polite question to ask a caller?
- "Who are you?"

- "What is your title?"

- "Where are you calling from?"

- "Is this a business or personal call?"

21 What can help you in handling difficult calls?

- practice active listening skills

- burst out laughing

- lower your voice and speak in an even tone

- establish rapport through empathy

- avoid getting upset or angry

22 What should you do if the caller gets louder and more irate?
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- Tell the caller to calm down.

- Transfer the call to your boss.

- Hang up on them.

- Respond with a slow and steady voice.

23 During a telephone call "please™ means

- the end of your question

- that you have finished speaking

- your wish to finish up conversation

- your polite attitude when you ask for something

- respect to yourself

24 When you pick up the phone, you can say:

- Hello!

- How old are you?

- Good morning / afternoon.

- Who is speaking?

- Sarah Jones speaking. (In a company)

25 When you call a number and someone answers, you can ask to speak to
someone with these phrases:

- Can | speak to Sarah, please?

- Tell me where Sarah is

- Could you put me through to Sarah, please?

- Is Sarah there please?

- Why aren’t you Sarah?!

- Is that Sarah?

26 Point out all possible ways that the person can reply:

- Yes, speaking!

- One minute please

- I can’t help you

- Hold on please

- Just a minute
22



27 What phrases can you use saying someone isn't there

- I'm afraid Sarah isn't here at the moment.

- She's away from her desk at the moment.

- I'm sorry, but Sarah isn't in the office today. Can | take a message for her?
- | think she's in a meeting.

- Don’t call here anymore

- Her line's engaged.

28 Point out correct rules of saying email addresses on the phone

- @ is pronounced ‘at’

- / is "forward slash"

- (@ 1s pronounced “a dog”

- - is called a "hyphen" or a "dash"

- _is an "underscore"

29 When you can't hear someone during the telephone call you can say
- “I'm sorry, could you speak up, please?”

- “Speak louder!”

- “I'm sorry, I can't hear you very well.”

- “Be quick, I’m in a hurry”

- “I'm sorry, the line's bad - could you repeat what you just said?”

30 What should you say when you don't understand what someone says
- “I'm sorry, could you repeat that please?”

- “Sorry, I didn't quite catch that.”

- “Can’t speak to you any more”

- “I'm sorry, I didn't get that. Could you say it again, please?”

- “I'm afraid I don't follow you. Could you repeat it, please?”

- “I'm sorry, I'm not sure I understand. Would you mind explaining it again,

please?”

said

31 What should you say when you want to correct what the other person has

- “Actually, it's 16, not 60.”
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- “I'm sorry, I didn't get that. Could you say it again, please?”

- “I'm afraid I don't follow you. Could you repeat it, please?”

- “I'm sorry, but I think there's been a misunderstanding.”

- “I'm sorry, but that's not quite right.”

32 On the phone you say the email address clare@gmail.com as

- clare at sign gmail dot com

- clare at gmail dot com

- clare at gmail point com

- clare at gmail point con

33 Speaking over the phone your telephone number 680-3333 should not be
said (click the wrong option!)

- six eight 'oh’ double three double three

- six eight 'oh’ three threethreethree

- six eight 'oh’ four three

- six eight 'oh’ four threes

34 When you call ABC company to speak to John, you say to the receptionist:

- Can | please speak to John?

- | want to speak to John

- Can | speak to John please?

- Mary is speaking

35 When you pick up the phone at work, you can say (if your name is Tim
Lee):

- Hello, I'm Tim Lee

- Hello, Tim Lee speaking

- Who's there?

- I don’t feel like speaking to you now

36 When you answer your phone and the other person asks for you by name
(ie, "Can | speak to Jane, please" and you are Jane), you should say:

- Speaking!

- Yes, this is!
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- Yes, | am.

- Who is there?

37 If you answer your colleague's phone (because your colleague is not in the
office) you can say

- I'm afraid but he's not here today.

- I'm afraid he's not here today.

- I'm afraid he isn't today.

- I don’t know where he is

38 If the person you want isn't there, you can say:

- Could I take a message, please?

- Could you call me back, please?

- Could I leave a message, please?

- Could I hold on and wait for him?

39 When you get through to the right person, you can introduce yourself:

- Hello, this is (your name)

- Pleased to meet you! I'm ...

- I'm calling you and my name is...

- How do you do?

40 Match the words with their correct definitions

1 Proactive 1 a person who is able to start a particular

activity on his own

2 Self — motivated 2 always trying very hard to achieve things and

be successful

3 Self- starter 3 taking action and making changes before they
need to be made, rather than waiting until

problems develop

4 Self- driven 4 enthusiastic and determined to achieve

Success

5 Dbeginning doing everything with a great
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enthusiasm

41 Match the words with their correct definitions

1 in-house training 1 training for executives

2 full-time training 2 improvement of manager’s qualification

3 management training | 3 training inside a company or organization

4 manager’s | 4 being trained the number of hours that

development people normally work in a complete week

5 academic qualifications

42 Match the words with their correct definitions

1 A wage 1 is what you earn weekly

2 A salary 2 is money given to you to help you with your

studies or to travel

3 An income 3 is an annual salary plus any other money one

earns in a year

4 A grant 4 is what you earn monthly or annually

5 is paid by a man to his ex-wife

43 Match the words with their correct definitions

1 A fee 1 is paid to a professional for some work

2 A maintenance 2 is sometimes received when you have done
a good job

3 An interest 3 is extra money you receive monthly or

annually if you keep money in the bank

4 A bonus 4 is paid by a man to his ex-wife

5 is received by the people who have retired

44 Choose the correct word: The less money you carry around with you, the
better. [ usually have € 40 in in my wallet and a couple of euros in

in my pocket.

- notes, cash

- notes, coins
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- coins, cash
- coins, notes
45 Choose the correct word: I pay for things which cost under €10, but

for anything over that | use my

- cash, credit card
- cash, notes

- credit card, cash
- notes, credit card

46 Choose the correct word: | only use my book to pay

bills.
- credit card
- cheque
- currency
- note
47 Choose the correct word: When | go on holiday, I carry all my foreign

in a money belt round my waist.

- credit card

- cheque

- currency

- note

48 IMF means

- International monetary Fund
- Internal monetary Fund

- Intercultural monetary Fund
- Intrapersonal monetary Fund

49 Match the description with the area of work

1 Work with computers and | 1 Marketing

telecommunications

2 Dealing with company clients 2 Retail
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strategy

3 Responsibility for a company’s sales | 3 Customer services

4 Work in a big department store 41T

5 advertising

50 Match office job description with the position

1 Personnel manager

1 helps the managing director

2 Personal assistant

2 deals with any problems with the staff

3 Receptionist

3 welcomes visitors and deals with their

enquiries

4 Admin assistant

4 does general jobs in an office

5 helps administration

51 CVis

- a resume

- a job interview
- a personal card

- a credit card

52 Define the type of speech according to its general purpose: increase the

audience’s knowledge, teach about a topic or issue, and share your expertise.

- speech to demonstrate

- speech to inform
- Speech to persuade
- Speech to entertain

- ceremonial speech

53 Define the type of speech according to its general purpose: show the

audience how to use, to operate, or do smth

- Speech to demonstrate

- speech to inform
- Speech to persuade

- Speech to entertain
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- ceremonial speech

54 Define the type of speech according to its general purpose: influence the
audience by presenting arguments intended to change attitudes, beliefs, or values.

- Speech to demonstrate

- speech to inform

- Speech to persuade

- Speech to entertain

- ceremonial speech

55 Define the type of speech according to its general purpose: amuse the
audience by engaging them in a relatively light-hearted speech that may have a
serious point or goal.

- speech to demonstrate

- speech to inform

- speech to persuade

- speech to entertain

- ceremonial speech

56 Define the type of speech according to its general purpose: perform a ritual
function, such as give a toast at a wedding reception.

- speech to demonstrate

- speech to inform

- Speech to persuade

- Speech to entertain

- ceremonial speech

57 According to Peter S. Drucker, “the most important thing in communication
is ”
- hearing what is said
- listening to your partner
- hearing what isn’t said

- listening to yourself
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58 The process of conveying a message without the use of words is called

communication

59 While speaking publicly your visual aids should meet the following criteria:

- be big, legible for everyone, be “back row certified”

- be clear, the audience should “get it” the first time they see it

- be simple, available for understanding

- be beautifully decorated

- be consistent, they should reinforce continuity by using the same visual style

60 Words, phrases, or visual devices that help the audience follow the
speaker’s ideas, connect the main points to each other, and see the relationships

you’ve created in the information you are presenting are called

61Point out all the brief statements referring to a point you are going to make
in your speech.

- if we look ahead to

- next we’ll examine

- hello, everybody

- now we can focus our attention on

- first we’ll look at

- then we’ll examine

62 Point out signposts that alert the audience when you are moving from one
topic to the next.

- stop and consider

- we can now address

- neither ... nor

- next I’d like to explain

- this reminds me of

- I would like to emphasize

63 Point out expressions of internal summary that briefly cover information or

allude to information introduced previously.
30



- as | have said

- we can now address

- as we have seen

- as mentioned earlier

- in other word

- as I’ve noted previously

64 Point out expressions that outline a hierarchical order or series of steps in
your speech.

- first ... second ... third

- furthermore

- as mentioned earlier

- next, last

- still, also, and then

- besides, finally

65 Point out expressions that focus on the chronological aspects of you speech
order.

- before, earlier

- in other words

- in the meantime

- simultaneously

- as soon as, at last

- since, so far

66 Point out additive expressions which contribute to a previous point.

- in addition to

- moreover

- as a matter of fact

- as well as

- not to mention

- this reminds me of
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67 Point out the expressions which help draw a parallel between two ideas,
concepts, or examples.

- in the same way

- by the same token

- equally, similarly

- in addition to

- in the same vein

- just as we have seen

68 Point out comparative expressions which draw a distinction between two
ideas, concepts, or examples.

- simultaneously

- like, in relation to

- bigger than, smaller than

- either ... or, likewise

- even more important

- is greater than

69 Point out expressions which draw a distinction of difference, opposition, or
irregularity between two ideas, concepts, or examples.

- however, but, on the other hand

- bigger than, smaller than

- nevertheless, nonetheless

- although, even though

- in contrast, on the contrary

- in spite of, despite

70 Point out expressions which illustrate a connection between a point and an
example or examples.

- as a result, because

- consequently

- although, even though

- accordingly
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- for this reason / purpose

- then, thus, so

71 Point out expressions which illustrate a connection between a point and an
example.

- in fact, after all, even

- for example, for instance, such as

- in the following example, to illustrate my point

- specifically

- accordingly

- in contrast, on the contrary

72 Informative speech falls into several categories, mark the main of them in
the following list.

- an explanation

- a report

- research results

- a description

- a demonstration how to do smth

- instruction guidelines

73 Informative speech falls into several categories, mark the more specific of
them in the following list.

- case study results

- laboratory results

- an explanation

- instruction guidelines

- field study results

74 Put these negotiation phrases in the logical order

1 May we offer an alternative? We propose that ...

2 1 think we can both agree that...

3 I would like now to begin by suggesting the following agenda
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4 | think we have a deal.

5 It’s my pleasure to welcome you to ...

6 Regarding your proposal, our position is ...

75 Put these business meeting phrases in the logical order

1 I’ve called this meeting in order to ...

2 Let’s get down to business

3 It’s a pleasure to welcome ....... — names of participants

4 The meeting is closed.

5 Before we close, let me just summarize the main points.

6 I’m afraid you don’t understand what I’m saying

5.2 IK3aMeHAIIMOHHBINA OUJIeT

UroroBoit opMoii KOHTpOJISI 3HAHUM, YMEHUM W HABBIKOB IO JIUCIUILIINHE
ABIIAETCS SK3aMEH. JK3aMeH MPOBOAMUTCA IO OujieTaM, KOTOpPbIE BKJIIOYAIOT OJIUH
YCTHBIN ¥ OJIMH MUCbMEHHBIA MPAKTUYECKUI BOIIPOC.

CocTaB 3K3aMeHallHOHHOT 0 OUJIeTa

1. YcTHOE BBhICKa3bIBaHUE T10 MPEITI0KEHHON TEMATUKE.

2. [luceMeHHOE 3a/1aHUE.

IIpumep yCTHOrO BbICKA3bIBAHUS

Give a talk on a business meeting devoted to your presentation of year trading
results.

IIpuMep NMCbMEHHOr0 3aJaHUA

Write a commercial offer of your translating service.

Kpurepuu ouenku:

- «OTJIMYHO)» - CTYACHT MOKa3all ryO00Koe 3HAHUE JIEKCUKO-TPAMMaTHYECKOIO
Marepuana, crnenuPuky GOpMBI W COACp)KAaHUA TMHCHbMEHHOW  JIETIOBOM
KOPPECHOHACHIIMU, JEMOHCTPUPYET CBOOOJHOE BIIaJICHHE MpaBUIaMU STHUKETA,

YMEET TPAMOTHO U CBOCBPEMEHHO PEArMpOBATH HA PEUEBBIC JIEMCTBHS OMIIOHEHTOB.
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OTtBer mo ¢opMe JOrMYEH, CcoOAep)KareleH U OOOCHOBaH (apryMEHTHpPOBAH).
Bbicka3bIiBaHUSI COOTBETCTBYIOT TI'PAMMATUYECKUM, JEKCUYECKHUM U (POHETUUYECKUM
HOpMaM aHTJIMHCKOTO s3bIka. B OTBEeTE€ MPUCYTCTBYIOT 3JIEMEHTHI TBOPUYECKOTO
HOJX0/1a K U3JI0KEHUIO MaTepHara.

— «XOpOWI0» - CTYAEHT TIOKa3ajl JOCTaTOYHOE 3HAHHWE  JIEKCHKO-
rpaMMaTHYeCcKOro marepuana, cnenuduky (OpMbl U COAEp)KaHUS MHCHbMEHHON
JIeIOBOIl  KOPPECTOHJCHIIMY, JEMOHCTPHUPYET XOpollee BIaJCHUE IpaBUIaAMU
ATHKETa, YMEET IPaMOTHO, HO HE BCErJa CBOCBPEMEHHO pearupoBaTh Ha PEUYECBBIC
aeicTBus onmnoHeHToB. OTBET Mo (hopMe JoruueH, cojepKaTeieH, HO Hel0CTaTOYHO
MOJIOH ¥ apryMEHTHPOBaH. B BBICKAa3bIBAHHSIX MPUCYTCTBYIOT OTIENIBHBIC CIydau
HapyIIeHUs TPaMMaTHYECKHX, JIGKCHUYECKHX U (OHETUYECKUX HOPM aHTIIMHCKOTO
s3bika. OTBET COJEP)KUT HE3HAUYHMTEIBHBIC JJIEMEHTHI TBOPUYECKOTO TMOIX0Ja K
M3JI0)KEHUIO MaTepHaa.

— «Y/0BJIETBOPHUTEJIBHO)» - CTY/ICHT MIOKa3bIBAaeT 3HAHNE OCHOBHOT'O JIEKCUKO-
rpaMMaTH4ecKoro MaTepHuaja, UCHBITHIBAET OIpEJeeHHbIe 3aTpyAHCHUS B
packpeITuu  crieupuKH  (GOpMBI W COAEpKAHUS  MHCHMEHHON  Je0BOM
KOPPECIIOH/ICHIINY, JTEMOHCTPUPYET HEIO0CTATOYHOE BIaJICHUE MPaBUIIAMHU STHKETA,
HETPaMOTHO M HECBOEBPEMEHHO pearnpyeT Ha peuyeBble JCUCTBHUS OIMOHEHTOB.
OtBeT no (hopMe HEJOCTATOUHO MOCIE0BATENEH U JIOTUYEH, OTCYTCTBYET MOJHOTA U
apryMEHTHPOBAaHHOCTh CYXJEHUH. B BBICKa3bIBaHUSAX MPHCYTCTBYIOT CIIydau
HapylIeHUs TIPaMMaTUYECKHX, JIGKCHUECKUX M (DOHETMUECKH HOPM aHTJIMHCKOTO

si3plka. B oTBeTe OTCYTCTBYIOT JJICMCHTBI TBOPYCCKOI'O IIOAXOAd K H3JIOKCHUIO

Martepuaia.
- «HEYJIOBJIETBOPUTEJIBbHO» - CTYJIEHT HE IIOKa3aJl 3HAaHHE OCHOBHOTO
JEKCUKO-TPaMMaTUYECKOr0 MaTepuana,  MpOsSBWI CEPbE3HbIE 3aTPYAHEHUS B

packpeiTun  cuenupukn  GOpMBI W COACpPKAHUS  TMHUCHBMEHHOW  JIEJIOBOM
KOPPECIOHACHIINH, IEMOHCTPUPYET HEJIOCTATOYHOE BJIAJEHUE NMPABWIAMHU 3THUKETA,
HETPaMOTHO M HECBOEBPEMEHHO pEAarupyeT Ha pEUYEBBbIE€ JCHUCTBUS OINIOHEHTOB.
OtBeTr mo QopMe HENOCNEeNAOBATEIeH W HEJIOTMYEH, OTCYTCTBYET MOJHOTA U

apryMEHTUPOBAHHOCTD CYKIECHUM. B BBICKA3bIBAHUSAX MPUCYTCTBYIOT
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rpaMMaTUyecKue, JIeKCUYeckue U (OHETUYECKHE HapylieHus (OmUOKU) HOPM

AHTJINICKOTO S3bIKA.

5.3 Bonpochl 111 NOATOTOBKHU K 3K3aMeHY

Paznen 1

1. What kinds of business letters do you know?

2. What is the usual structure and function of a notification letter?

3. What is the usual structure and function of a request letter?

4. What is the usual structure and function of a commercial offer?

5. What is the usual structure and function of a letter of complaint?

6. What are the main principles of compositing an e-mail letter?

7. What peculiarities the e-mail letter format do you know?

Paznen 2

8. What would you mention about yourself while introducing yourself to a new
audience?

9. What does it mean to be prepared for communication?

10. What parts of a message do you know?

11. What is important to remember while preparing to speak publicly?

12. What types of job do you know? Which one would you like to have?

13. What essentials of telephone speech can you name?

14. What is the difference between different types of scientific events?

15. Describe the strategy of giving a talk with the presentation.

6 JIutepatypa, pekoMeHayeMas 1JI U3y4eHusi TUCIHUIIUHbI

I'pumaesa, E.b. JlemoBoit WHOCTpaHHBIA A3BIK : YyudeOHOe Tmocobue /

E.b. I'pumiaeBa, WM.A. MamykoBa ; MuHuctepctBo 00pa3oBaHUS W HAYKH
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Poccuiickoit ®enepannu, Cubupckuit denepanbHblii yHUBEpcUTET. - KpacHosipek :
Cubupckuii penepanbublii yauBepcureT, 2015. - 192 c.
Mumnsbsp-benopyueBa, A.Il. Aurno-pycckue o00poThl HAYYHOU pedH : yueOHoe
nocobue / A.Il. Munbsip-benopydesa. - 6-¢ usa., crep. - M. : @aunTta, 2012. - 74 c.
Business English Dialogues —

http://esl.about.com/od/businessenglishdialogues/Business English Role Play

s Dialogues.htm

Business English Lessons for Adults - www.business-english.com

Business studies online - http://www.businessstudiesonline.co.uk/live/

Proactive English - http://www.proactive-english.com
World business, finance and political news from Financial Times -

http://www.ft.com/home/europe

https://www.coursera.org/ - «Coursera», Kypce, MOOK: “English for

effective business writing”.
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