MuHucTepcTBO HayKH U Bbiciero oopazosanus Poccuiickoit denepanuun
®enepallbHOE FOCYIapCTBEHHOE OIOIKETHOE 00Pa30BaTENIBHOE YUPEKICHUE
BBICILIETO 00pa30BaHUs

«OpeHOyprekuii rocyJapcTBEHHBI YHUBEPCUTET

Kadenpa anrnuiickoit puiionoruu u METOAMKYU MPENOAaBAHUS aHTJIUMCKOTO SI3bIKa

A. B. IlasioBa

IMMPO®ECCUOHAJIBHBIN
NHOCTPAHHDBIU SA3bBIK

MCTOI[I/I‘ICCKHG YKa3aHus

PekoMeHI0BaHO K W3JaHUIO PEJaKIMOHHO-U3JATEIIbCKUM COBETOM (henepanbHOro
rOCY/IapCTBEHHOTO  OIO/DKETHOTO  0Opa30BAaTENbHOTO  YUPEKICHHUS  BBICIIETO
oOpazoBanusa «OpeHOYpPrcKuii TOCYAapCTBEHHBIH YHUBEPCUTET» NI O0yUYaIOIIUXCS
mo 00pa3oBaTenbHON MporpaMMe BBICHIETO OOpa30BaHHS 10 HAMPaBICHUSM
noarotoBku 43.04.01 Cepsuc, 43.04.02 Typusm

OpenOypr
2019



1112

VJIK 811.111(076.5)
BBK81.432.1-03s7
1112

Penienzent — noreHt, kauauaar guiongornyeckux Hayk E. JI. Auapeena

IlaBaoBa, A. B.
[TpodeccruoHaabHBI HHOCTPAHHBIN S3BIK : METOAUYCCKHUE YKa3aHus /

A. B. TlaBnoBa; OpeHOYprckuii roc. yH-T. - U3J. 2-€, CTEPEOTHITHOE.
— Open6ypr : OI'Y, 2019. - 30 c.

Meronudueckne yKazaHHS COJEpKaT NPOrpamMmy JUCITUILUIHHBEI,
TUTaHBI MPAKTUYCCKUX 3aHITHH, METOJUYCCKHE PEKOMEHIAINU M0 padoTe
C SI3BIKOBBIM MAaTepHajioM, a TakKe oOpasllbl OIEHOYHBIX CPEICTB M
KPUTEPHUU OICHKH.

[lpenqnazHadeHsl CcTymeHTamM 2  Kypca, oOydarommmcs 1o
o0pa3oBaTeIbHON MPOrpaMMe BBICIIETO OOPa30BAaHUS 1O HAIPABICHUSM
noarotoBku 43.04.01 Cepsuc, 43.04.02 Typusm B 3 yueOHOM ceMecTpe.

VJIK 811.111(076.5)

bbK81.432.1-0357

© IlaBnosa A.B., 2019
© 0rvy, 2019



Copaep:xxanue

|33 21501 () £ 07 (< 4
I ConepkaHue Pa3ACIOB AUCHHIIIIHBL .. ..ooeieieeeeeessseeesaaaaseeaaeeaaaaaaaaaasaaaaaaaaaanaaeaaaaeeeens 6

1.1 Pazzenbl JUCHUTUTAHBI, U3YYAEMBIE B 3 CEMECTPE ..ovoeevvrvierrieeaaeesseeiinirnineeeeass 6
2 111aH OPAKTAYECKUX BAHATHM ...evviiiiiiiiiiiirreiiiiiee e s s st e e e e e e s e e e e e e e s e ennes 9

3 Meroauyeckue PpeKOMEHAAlMU 1O padoTe € AIEKTPOHHBIM OHJIAWMH-KYpCOM
«IIpodeccnoHanbHbII HHOCTPAHHBIN S3BIK (AHTITIAMCKUM) c.eeeeiiiiiiiiiiiieeeeeeeeeaiiinenee 9
4 KPUTEPHH OLIEHKM ...cceiieiiitreeeieeeeeassassisnssseee e e e s e s s s e e e e e e e e e s s s snsnnnnneeeeeeeeeennnns 10

5 OueHoyHblE CpeACTBa AJIA TEKYLIEro KOHTPOJIS YCIEBA€MOCTH, IIPOMEKYTOUHOMN

aTTECTAIIMM M 110 UTOTAM OCBOCHMSI JTUCIIHIITHHB .....vvvvveesssivereeesssssneeesssnnsneneessnnsnnns 11
I B KT 100 S (g Y- D €212 0/ 5 (O 11
NIV 3} 7 81 (5 U Qi T L (i ) TP PUP TR 28
[TpUMEDP YCTHOTO BBICKABBIBAHII «...veeeesrrreeeessnineeneessssnneeeesasnssseessnnnsnseessasnneeeesnns 28
[TpuUMEP MTUCHBMEHHOTO BATAHKS «eeeeeiisseiiitrrerseseeessssssssssssereaesssssassssssssereeesseesannnns 28
5.3 BOPOCHI 7151 TOJTOTOBKH K BAUCTY w..uvvvrrreessnnrnrreessnsreeeessansnneeessannnnesesssnnnnnes 29

6 Jlutepatypa, peKkoMeHIyeMast ISl U3YUCHUS JUCITUTUIAHDL ......vvvvveeraiiieeeessiieeenss 30



BBenenue

Hacrosmue meTonuueckue ykazaHusi mpeaHa3HAueHbl MarucTpantaMm 2 Kypca,
00ydJaromumMcs 1o IporpaMmMe BhICIIET0 00pa30BaHuUs MO HAMPABICHUSM MOJITOTOBKH
43.04.01 Cepguc, 43.04.02 Typusm u co3AaHbl C IEIbI0 OKa3aHUS METOJIUYECKOU
MOAJCPKKM B yCHEITHOM  OCBoeHMM  auciumuinebl  «lIpodeccuonanbublit
MHOCTPAHHBIN S3bIK» B 3 YUEOHOM ceMecTpe.

OcHOBHasi 1eJb OCBOCHMS JUCIUIUIMHBI 3aKIO4aeTcss B (HOPMUPOBAHUU
WHOSI3BIYHON KOMMYHHUKAIIMUA KaK CIIOCOOHOCTU OYIYIIEro CrenuaiInucTa 00ecnednuTh
peanu3aiuilo KOMMYHHKATHMBHBIX W TPO(PECCUOHAIBHBIX 3aJa4 B  YCJIOBHUSX
BOBJICUEHUS B TIPOLIECC MEXKKYJIbTYpHOTO oOImeHuss B jenoBoit cdepe. [ns
JOCTHDKCHUSI JTOW 1€l HEoOXOAMMO pelleHne KOHKPETHBIX 3ajJlady B paMKax
HACTOAIICH JUCHUIUINHBI:

1) pa3BuTHE YMEHHUIl aHAIUTHKO-TIO3HABATEIBHOMN MEATEILHOCTH, 0000IICHNS,
aHanusa, peepupoBaHus U KOMMEHTUPOBAHUS;

2) (dopMupoBaHHE HABBIKOB IEPEBOAA JCIIOBOH KOPPECHOHICHIIMU C
MHOCTPAHHOTO S13bIKa HAa POJHOU M C POJHOTO HA NHOCTPAHHBIN;

3) pacuiMpeHre MPEACTABICHUS O HAIMOHAIBHO-KYJIBTYPHOM IOCTPOCHUH
J€JI0BOr0 AUCKYpCa HA MHOCTPAHHOM SI3BIKE.

Taxum oGpazoM, pesynbTaTaMu OCBOEHHUS TUCHHMIUIMHBI «[IpodeccrnoHanbHbBIMN
WHOCTPAHHBIN S3BIK» SBISETCSA MPOQPECCHOHAIBHAS KOMIETSHIUS, XapaKTepru3yeMas
TOTOBHOCTBIO K KOMMYHHKAalluM B YCTHOM M THUChMEHHOW QopMax Ha
rocynapctBeHHoMm s3bike Poccuiickonr ®denepauuu U WMHOCTPAHHOM  SI3BIKE IS
pemieHust 3amad NnpoPEeCcCHOHANBHON JesTenbHOCTH. JlJig ymydIneHus: KadecTBa
OBJIAJICHUS STOM KOMIETEHIIMEH HEOOXOJMMO MO3HAKOMHUTBCS CO CTPYKTYpPOH W
CoNlepKaHMEeM pas3esioB, 0€3 OMo3JAaHWi TOCeNIaTh TMPAKTUYECKHE 3aHATHS, B
MOJIHOM OOBbEME BBIMIOJNHATh 3aJaHusd JJIsl CAMOIOJATOTOBKH, HEYKOCHUTEIBHO
cie10BaTh TpeOOBAHUSM K BBIITOJTHEHUIO MTUCHMEHHBIX PadoT.

Kypc «IIpodeccnonanbHblii HHOCTPAHHBIM S3bIK» COCTOUT W3 IISITH Pa3ieioB:

«I'pammaruka», «I'oBopenue», «AynupoBanue», «Urenue» u «llucbmo», B KOTOPBIX
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paccMaTpHUBAIOTCS OCHOBHBIE BHIOBpPEMEHHBIC (OPMBI AHTJIMMUCKOTO TJIarojia B
po(ecCHOHaTFHO-OPUEHTUPOBAHHBIX TEMaX, M3ydYaloTCs MpaBWiIa MUCBMEHHOTO U
YCTHOTO JIEJIOBOTO OOIICHMSI, PA3BUBAIOTCS HABHIKA MOHUMAHUS MPOYUTAHHOTO H
MIPOCITYIIAHHOTO TEKCTOB Ha MPOeCCHOHATBHBIC TEMbI, a TAaKKe OCYIICCTBIIICTCS
3HAKOMCTBO C HAI[MOHAIBHO-KYJIBTYPHOH CHEIU(PUKONH JEIIOBOTO OOIICHUS Ha
AHTJIUMCKOM SI3BIKE.

Kypc paccunran Ha 108 yacoB ayquTOpHOI M CaMOCTOATENBHON pabOThI, U3
KOTOphIX 95,75 yaca OTBOAMTCS HAa MNPOPAOOTKY M TOBTOPEHUE MPAKTUYECKOTO
MaTepuaa YYeOHHMKOB U YU4EOHBIX MMOCOOUA, TIOJTOTOBKY K MPAKTUYECKUM 3aHITHSIM
U 3adery. B 1emoM Kypc mpejmnosiaracT BBINIOJHEHHUE CTYACHTAMHU 3HAYMTEIHLHOTO
o0beMa CcaMOCTOSTEIbHOM paboThl. B 9TOil CBA3M MaHHOE W3JAHUE COJCPIKHUT
METOJIMYCCKUE PEKOMCHJAIMK 10 paboTe C 3aJaHUsSMH, TNPEJICTABICHHBIMH B
ANIEKTPOHHOM  oHjlaiiH-kypce  «IIpodeccHuoHanbHBIA ~ MHOCTPAHHBIM  SI3BIK»,
pa3paboTaHHOM B paMKax y4eOHOM aucuMIuiuHbl cpeactBamu LMS Moodle u
pa3MeIlleHHOM Ha KoprHopaTuBHON miaTdopme «nekTpoHHble Kypchl OI'Y B
cucreMe oOydyeHuss Moodle» (https://moodle.osu.ru/). Kpome Toro, B u3zaHuu
Npe/ICTAaBIIEHBI MJIaHbl TPAKTUYECKUX 3aHATHUM, KIIOUEBBIE CIIOBA MO KaXKJ0M TeMe, a

Takke 00pasiibl OLIEHOYHBIX CPEICTB U KPUTEPUU UX OLICHKH.



1 Conep:xkanue pa3aeoB JUCHUTLIHHBI

1.1 Pa3jaesibl AUCHMILIMHBI, H3y4YaeMble B 3 ceMecTpe

Pa3znen 1. I'pammatrika

N3yyeHne rpamMMaTHYEeCKOro Marepuaja 3TOro pasfeila HampapJeHO Ha
COBCPIICHCTBOBAHUC TI'PaMMAaTHYCCKUX HABBLIKOB, H606XOI[I/IMBIX A1 pealin3aluu
CIeYIONIMX KOMMYHMKATUBHBIX (DYHKIMI: 3ampoc M Tmepefadya HH(oOpMaluu,
BBIPAXXCHUC MW BBIICHCHHC OTHOIICHMUA A/ IIO3MI NN, BBIpa6OTKa COBMECTHOT'O
peuicHus, YCTAHOBJICHUC u nmoaacpKaHue KOHTAaKTa, CTPYKTYPHUPOBAHUC
BBICKA3bIBAHHC, oOecrieueHue mponecca KOMMYHUKAIIMM WU BOCCTAHOBJICHUC CI'0 B
cirydae cOosl.

Paznen 2. 'oBopenue

PazButne n COBCPIICHCTBOBAHHNC KOMMYHUKATHBHBIX HABBIKOB B PAMKaAX 3TOI'O
pa3zena omupaercss Ha 1) 3HaHUS 0a30BBIX IOHATHH YCTHOH JIEIOBOM
KOMMYHHUKAIIWH, BCIICACTBUC YCTO U3YUCHUC 3TOI'0O pa3aciia HAUMHACTCA C OBJIAACHUSA
HaBbIKaMU IIPCACTABIIATH ce0s U CBOUX KOJJIET B Pa3JIMIHBIX CHUTYAlUAX OCJIIOBOI'O
obmenus (Introducing yourself and your colleagues in oral business communication).
3HAKOMCTBO ¢ HEKOTOPBIMH MOJICIIIMHU IMMYOIUYHOM PEYH CIIOCOOCTBYET IPaMOTHOMY
dopmupoBanus peueBbix aeiictBuii  (Five-finger model of public speaking).
Oco0eHHOCTH MYOJMYHBIX BBICTYIUICHUM B paMKax Pa3IUYHBIX CUTYyaIlui J1ETOBOTO
OOIIICHHUST paccMaTpUBAIOTCS Ha Heckoimbkux 3aHstusax (The specificity of oral
speech at meetings and briefings. The strategy of giving a talk with the presentation).
OnHYM W3 BUIOB JICIOBOT'O OOIICHUS BBICTYIAET OM3HEC MHTEPBBIO IIPH YCTPOMCTBE
Ha paboTy, a Takke OOIIEHHE C KOJJIETaMH U MapTHEpaMu. Y CIIENTHOE OBJIAJICHHE
9TUM BHAOM 06IHCHI/I$I CTPOUTCA Ha 3HAHHUAX COOTBCTCTBYIOHleﬁ JICKCUKO-
FpaMMaTquCKOﬁ u CTI/IJ'II/ICTI/IKO-HpaFMaTquCKOﬁ OCHOBbI, YMCHHUAX I'PAaMOTHOI'O H
CBOCBPCMCHHOI'O IMPUMCHCHUA B COOTBCTCTBYIOIIHX CuTyalusax 06H1€HI/I$I
(Recruitment and selection. Business interview. Skills and qualifications.
Organizations. Problems at work. The ways of avoiding conflicts by means of

language. Time management, stress management and personal skills. Pay and
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benefits. Career ladder. Money matters. Getting paid. Costs and sales. Profitability
and unprofitability). HemanoBakHbIM yMEHHEM YCICIIHOTO JEIOBOTO OOIICHUS
BBICTyIIaeT YMEHHE BECTH KOMMYHHUKaIuio mo tenedony (Speaking over the phone.
Set expressions and phone etiquette for business calls). 3uanue meaoBoro >THKETa,
YMCHHE TPABWILHON OpraHW3allid W TPOBEICHUS JCIOBBIX IEPETOBOPOB HIPAIOT
pemarlyo pojib B cdepe TNpeACTaBICHUS U MPOJBIKECHUS PE3yJbTaTOB
coOcTBeHHBIX HayuHbIX uccienoBanmii (Netiquette and the language of negotiations).
2) Ha yYMEHHE BECTH Oeceay, HayMHATh, BECTH, IOJICPKUBATh W 3aKaHYMUBATH
nuasnor-paccrpoc 00 YBUACHHOM, MPOYUTAHHOM; JHAJIOr-OOMEH MHEHUSIMH U
JMAJOT-UHTEPBHIO; JeNaTh COOOIIEHHE W BBICTpaMBaTh MOHOJIOT-OINKCAHUE,
MOHOJIOT-TIOBECTBOBAHUE W  MOHOJIOT-PACCYyXKJICHHE 10 KOMMYHHUKATHBHBIM
CUTYaIIHSIM.

Paznen 3. AyaupoBanue

Pa3BuTtre HaBBIKOB BOCHPHUATHS Ha CIyX W TIOHUMaHHS OCHOBHOTO
COJICp)KaHMsI ayTCHTUYHBIX OOIIECTBEHHO-TIOJUTHYECKUX, MMYyOJUIIUCTHICCKUX H
IparMaTHYeCKUX TEKCTOB, OTHOCSIIUXCS K Pa3IuYHbIM THIAM pEeYH, a TakKe
BBIICJICHUE B HUX 3HAYMMOUN HMHGPOPMAIIMK OCYIIECTBISIETCS B paMKax 3TOTO pasjena
0 yKa3aHHOW BBIIIE TEMaTUKE M BKJIOYAaeT B ce0s MPOCIYIIUBAHHUE TEKCTOB
peKIIaMHOT0, OPHUITHATIEHO-IEI0BOTO U MyOJIMITUCTHIECKOTO CTHIICH.

Pa3nen 4. Urenue

Pa3BuTtrie HABBIKOB 4YTCHUS ©W TIOHMMAaHUS OCHOBHOTO  COJIEpKaHHUS
AyTCHTUYIHBIX OOIICCTBEHHO-TIOIUTHYECKUX, MYOIUIIUCTUYCCKUX U MParMaTHISCKUX
TEKCTOB (OYKIIETOB, OpOIIIOP, MPOCIEKTOB), OTHOCAIIMXCS K PA3IUYHBIM THIIAM
peun, a TakKe BBIJICJICHHWE B HHUX 3HAUYMMOW HH(OpMamWM OCYIICCTBISICTCS B
OoNbIIeld CTENICHW KaK HEOOXOJUMBIM d3Talm TOATOTOBKH K KOMMYHHKAIIHH.
JleTanpHOE MMOHUMAaHHUE AyTCHTUYHBIX 00IIeCTBEHHO-TTOTUTHICCKHX,
MyOJUIIMCTHYCCKUX M MPAarMaTHYeCKUX TEKCTOB, a TAK)KE MHMCEM JTUIHOTO XapaKTepa
CIOCOOCTBYET YCICITHOMY OBJIQJICHUIO YHTATEIIBCKOH KOMIICTCHIIMEH, a BBIJACICHUC

3ampamurBaeMod  HMHPOpMAIMM U3 MparMaTUYeCKUX  TEKCTOB  CIPAaBOYHO-



UH(POPMAIMOHHOTO M PEKJIIAMHOTO XapakTepa O00eCHeuuBaeT YCIEIIHOE OBJIAJICHHE
WHOCTPAHHBIM SI3bIKOM JIJISl PO ECCHOHATBHBIX IEIICH.

Paznen 3. Ilucemo

DTOT paszei HAaYMHASTCS CO 3HAKOMCTBA C MOHATHEM JICJIOBOIO IMHCHMA, €ro
OTIIMYHUIA OT Jpykeckoi koppecnonaenuuu (A notion of a business letter). 3atem
pacKpBIBAIOTCS W ONMHUChIBaOTCs BUabI AenoBbIx nrceM (Kinds of business letters), u B
YaCTHOCTH 0C000¢ BHUMAHKE YACIACTCS JOMHUHUPYIOIIEMY B COBPEMEHHOM JI€JI0OBOM
OO0IIIeHUH AJIEKTpOHHOMY BHIY Ou3Hec-kommyHukaiuu (Email as a kind of business
letters). HemanoBakHeIM (hakTOpOM MPH HM3YUYCHHHM DJICKTPOHHBIX JICJIOBBIX MMHCEM
BBICTYIIAa€T 3HAHUE HX CTPYKTYpPbl M OCOOCHHOCTEH BBIOOpAa JIEKCHUYECKHX,
rpaMMaTHYECKHX M CTHIIMCTHYECKUX cpeacTB ee HamoiHenus (The language and
structure of introducing, developing and finishing stage of written communication.
Email etiquette. Making arrangements in written business communication).
Haumbomnee cnoXHBIM B OCBOGHWUH $3bIKA IMHCHMEHHOTO JEJIOBOTO OOIIEHUS
NPU3HAETCS HUCTOIB30BAaHUE KIHINE M YCTOWYHMBBIX (PPa3eoSIOTHUECKUX SI3BIKOBBIX
¢IMHUII, XapaKTepHBIX I aeinoBoi koppecnonaeHmuu (ldioms and phrasal verbs of
business communication. Email address). Ilpoueaypa oTmpaBKd W IOJyYEHHUS
JICIIOBBIX DJICKTPOHHBIX IHCEM, HMX TPOBEpKa Tepe] OTIPaBICHHEM, TPAMOTHOE
oopmiteHre paccMaTpUBAIOTCS HA MaTepUaie COBPEMEHHOTO aHTJIMMCKOTO S3bIKa C
IpUBJCUYCHHEM 00pa3IOB pealbHbIX AeaoBbIXx muceM (Sending and receiving emails.
Enquiries. Proofreading. Printed correspondence). Bumbl 37I€KTpOHHBIX JEIOBBIX
UCeM, HX CTPYKTYPHO-COJCpKaTelbHAs crenuduka W3ydaloTcs 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 J€IIOBOTO THCHMa
OCYIIIECTBIISCTCS B ACIIEKTE U3YYCHUS OCOOCHHOCTEH CO3aHuMsI TIPE3CHTAIlUN C TOUKH
3peHUS UX IPTOHOMUYHOCTH, BHIOOpPA SI3BIKOBBIX CPECTB, BBICTPAMBAHHS JIOTHYHOM
CTPYKTYpPBI,  11€JIeCOO0pa3HOTO  MCIIOJIB30BaHMS  rpauyeckux  H300pakeHUM
(Organizing your presentation. Language and graphics. The structure of your

presentation. Presentation slide tips).



2 Il;1aH npaKkTHYeCKUX 3aHATHH

3 cemecTp
Ne Ne Kon-Bo
Tema
3aHATHUS | pa3fena 9acoB
. 104 What is tourism? BunoBpemenHasi cuctema riaroiia B 5
o nerctBuTenbHOM 3anore. (Intermediate)
5 . Service in tourism. BunoBpemennas cucrema riarojia B 5
3 ctpaaatenbHoM 3ajore. (Intermediate)
Hotel industry. TpeHupoBoUYHbIE yIpaKHEHHS Ha
3 1,45 UCIIOJIb30BaHUE BUOBPEMEHHBIX (hOPM TJ1aroJa. 2
(Intermediate)
BueaynutopHoe urenue (5 ThIC. 1. 3H.) TEKCTa 1O
4 2,3,4 npodeccuoHaIbHO-OPUEHTUPOBAHHON TEMATHKE. 2
(Intermediate)
5 1,2,4 Business trip. Henmuunbie dopmel riarona. (Intermediate) 2
Travel for pleasure. KontponpHas pabora Ha
6 1,45 UCIIOJIb30BaHME JIMYHBIX U HEJIMYHBIX IJIArOJIbHBIX (POPM. 2
(Intermediate)
Uroro: 12

3 MeToanyeckue peKOMeHJALUMU MO PadoTe ¢ IEKTPOHHBIM OHJIAMH-

kypcom «IIpodeccuoHanbHbIA HHOCTPAHHBIN SA3bIK (AHTJIIMHCKUI)»

B yudebHO-MeTOaMUEeCKOM KOMIUIeKce AUCHUIUIMHBI «IIpodeccnoHanbHbI

WHOCTPAHHBIN S3bIK» OJHOMMEHHBIM JJEKTPOHHBIM OHJIAWH-KYpPC HaIpaBJIeH Ha

oOecrieueHne CaMOCTOATEIHLHON pPadOThl CTYACHTOB M CIIOCOOCTBYET PAa3BUTHIO U

COBEPIIIEHCTBOBAHMIO 3asBIICHHON B pabodyeil mporpamme o61mmenpodheccuoHaTbHON

komneTeHIIuu. OH COCTOMT M3 COOTBETCTBYIOIIMX pabouei mporpaMme pasaciioB:

«I'pammaruka», «['oBopeHue», «Aynupoanue», «Urtenuey» u «llucemo». Kaxapiii u3




pa3nenoB COAEPKUT HEOOXONMMBIM Jii O0OECHEeUeHUs CaMOCTOSITENbHON paboThI
CTYICHTOB  MaTepuan, CHOCOOCTBYIOIIMK TIIyOOKOH mpopabOTKE JIEKCHUKO-
rpaMMaTUYECKOro MaTepHayia, COBEpPIICHCTBOBAHUIO YMEHUM U Pa3BUTHIO HABBIKOB
YTEHUSI, MUCHbMEHHOT'0 U YCTHOTO JIJIOBOT'O OOIIEHUS.

B uactHoctu paznen «IlucbMo» cOAEpKUT TPEHUPOBOUHBIC 3aJaHUs Ha
OIpeJieNIeHre BHUJIa JACIIOBOTO MUChbMa, BBIIECIEHUE €r0 CTPYKTYPHO-COIEpKATEIbHON
crieniupuKH, COOTHECEHHE OMPEJICTICHHOT0 BU/Ia MIUChMa ¢ BO3MOXXHBIMU BapUaHTaMU
OTBETa HAa HEro, HAMMCAHHE JIEJOBOT0 MUChMA C YUETOM JIEKCUKO-TPAMMATHYECKUX U
CTUJIUCTUYECKUX OCOOCHHOCTEH.

B pazgene «l'oBopeHHE» paccMaTpUBAIOTCS OCHOBHBIE ACIMEKThl YCTHOW H
MUCbMEHHOM KOMMYHMKAllMM B TMPOGEeCHMOHAIBHO-OPUEHTUPOBAHHOM JIUCKYpCE.
TpenupoBouHble 3aJaHUsl HaIpaBieHbl Ha (OPMUPOBAHWE HaBBIKA BJIAJCHUS
dbopmaTaMu MOJATOTOBKHY MPE3EHTAIUM KaK B MUCbMEHHOM, TaK U YCTHOU (popMe Ha
OCHOBE M3yU€HHUS S3bIKa M CTHJISA JEJIOBOM JMCKYCCHH, OMHUCAaHUS OCOOEHHOCTEU
dopmara odpuIMATBLHO-ETOBBIX MEPONPHUATUNA U BUIOB padOT, MPEACTABIIEMbIX B
UX paMKax.

OcHOBHBIE  pEeKOMEHJIalUh paboTbl B  DJIEKTPOHHOM  OHJAMH-Kypce
«IIpodeccronanbHbIi WHOCTPAHHBIN SI3BIK (aHTIMHCKUI ) » KacaroTcs
CBOCBPEMEHHOT'O BBITIOJIHEHUS TMpejiaraeéMblX 3aJaHul, CaMOCTOSITEIbHOCTH U
BHUMAaHUA K JI€TajsiM, YETKOTO CJIEIOBaHHS TpeOOBaHUSM IpENojaaBaTelis U ydera

OTPaHUYECHUN CUCTEMBI.

4 Kputepum OLeHKH

OueHka 3HaHUM CTYAEHTOB IPOU3BOJUTCS MO CIAEIYIOUIUM KPUTEPUSIM:

- OLICHKA «OTJIUYHOY BBICTABJISETCS CTYACHTY, €CJIM OH IITyOOKO U MPOYHO
YCBOWJI MNPOrpaMMHBIM  MaTepuanl Kypca, MOKAa3bIBACT TIIYOOKHE 3HAHUS,
CaMOCTOSITEJIbHO OCMBICIISIET M TOMOJIHSET OTBET COOCTBEHHBIM (PaKTUUECKUM
MAaTepPUAIOM, YMEET I'PAMOTHO U BOBPEMS MCIIOIb30BATh M3YUYEHHBIE MM KIULIIE W

BBIpAXKCHUA B COOTBCTCTBYIOIIHMX CHUTyalUsAX  ACJIOBOIO O6IHCHI/I$I, BJIaAcCCT
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rpaMMaTUYECKOW M CTUJIMCTUYECKOM HOpMaMHM pedr Tpu COOECeOBAaHUM IS
npueMa Ha paboTy, B U3JIOKEHHHM PE3yJbTaTOB COOCTBEHHBIX HAYUYHBIX
HCCIIEIOBAHNM, HAITUCAHUN PA3IIMYHOIO POJa IE€JIOBOW KOPPECIIOHACHIIUU.

. OLICHKA «XOPOILIO» BBICTABISETCSA CTYAEHTY, €CJIM OH B OCHOBHOM 3HA€T
SI3IKOBOM MaTepuai, NPEAyCMOTPEHHBIM MPOrPaMMOM, M €ro 3HAHUs JTOCTATOYHBI
JUISL  BBITIOJIHEHHS  3aJlaHU, TIOMOJHSAET OTBET COOCTBEHHBIM (DaKTHUUECKUM
MaTEPUAIIOM, YMEET I'PAMOTHO M BOBPEMs HCIOJB30BATh M3YUYEHHBIE MM KIHUIIE U
BBIPDAKEHUSI B COOTBETCTBYIOIIMX CHUTyallMsX JEJIOBOrO OOIIEHHUS, BIaJeeT
rpaMMaTUYECKOW M CTUJIMCTUYECKONM HOpPMaMM peud MpU COOECeOBAHUM IS
npuemMa Ha paboTy, B UBJIOKEHUM pE3yJbTaTOB COOCTBEHHBIX HAYy4YHBIX
UCCIICIOBAHUN, HAITMCAHUU PA3JIMYHOTO POJA AEJI0BOM KOPPECIIOHACHIIUY.

- OLICHKA «YJIOBJIETBOPUTEIIBHO» BBICTABIISIETCS] CTYACHTY, €CJIU OH UMEET
3HaHUS OCHOBHOTO SI3BIKOBOT'0 Marepuaja, HO OHU HEJAOCTATOYHBI JJISi TOTO, YTOOBI
rIIyOOKO pa30upaThCs B S3BIKOBBIX SIBJICHUSX.

- OLICHKA «HEYJOBJIECTBOPUTEIBHO) BBICTABISECTCS CTYACHTY, KOTOPBIN HE
3HAET 3HAYUTEIIBHOM 4aCTH MPOrPpaMMHOI0 MaTepuralia, TOMYCKaeT CYILECTBEHHbBIE
OLIMOKHU, B MPOIIECCE BBHIMOIHEHHS 3aJJaHUIN WM HE CIPABISAETCS C HUMU

CaMOCTOATCIIBHO.

5 OueHoyHble CcpeACTBA UIS TEKYUIero KOHTPOJISA YCIeBaeMOCTH,
NMPOMEKYTOYHOI ATTECTAIMU U 110 UTOraM OCBOCHHS IUCIUIINHBI

5.1 TecToBbBIE 3a1aHUA

TecToBbIe 3a/1aHUS COCTABJIEHBI 110 Pa3/IeiiaM.

Metonvka npoBeAEHUS] KOHTPOJIA:

[IpY MPOBEICHUN KOHTPOJIA MOJYYEHHBIX 3HAHUW CTYJIEHTY npenbssisercsa 30
TECTOBBIX 3aJIaHUM 3aKPBITOrO THMA, KOTOPBIE CIEAYET BBINOJHUTH B TeUueHHE | yaca,

MaX BpEM: BBIIIOJIHECHUS OJHOI'O 3adaHUs 2 MUHYTEI.
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K kaxaomy 3aKkpeITOMY BOIIPOCY MPEIAraeTcsi HECKOJIBKO BAPUAHTOB OTBETA,
OIWH HUJIN HECKOJIBKO M3 KOTOPBIX ABJIAIOTCA ITPAaBHUJILHBIMH. 3a Ka)KI[BII\/'I HpaBHHBHBIﬁ
OTBET Hauucasgercs 1 Oami.

Kpurepun ouenku:

- OLICHKA «OTJIMYHO» BBICTABISETCA CTYIEHTY, €CIU BEPHO BBINOJHEHO 85-
100% TecTOBBIX 3aJaHUI,

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

- ONCHKa «YOOBJICTBOPUTCIIBHO» BBICTABIIAACTCA CTYACHTY, C€CJIM BCPHO
BbINOHEHO 50-65% TecTOBBIX 3aJaHUH,

- OHOCHKa <«HCYHOBJICTBOPUTCIBbHO» BbICTABIICTCA CTYACHTY, CCJIHM BCPHO
BEINOJIHEHO MeHee 50% TeCTOBBIX 3aJaHHN.

1 Mark all kinds of business letters from the list below:

- request letter

- a letter of complaint

- commercial offers

- a letter to a friend

- a letter of notification

2 The basic types of sentences are

- declarative

- personal

- imperative

- demonstrative

- interrogative

- exclamatory

3 LOL means:

- learn over learn

- laugh out loud

- let’s out laugh

- live on life
12



- laugh or love

4 BRB means:

- bring ring back

- be right back

- become right bright
- be roast burnt

- begin rise bright

5 Match the types of sentence and its function

1 Declarative sentence 1 asks a question

2 Interrogative sentence 2 convey a command

3 Exclamatory sentence 3 makes a statement

4 Imperative sentence 4 expresses a strong emotion
5 identify a person

6 Put the following steps of a classical rhetorical strategy in the right order

1 Narration

2 Exordium

3 Confirmation

4 Proposition
5 Refutation

6 Peroration

7 Presenting someone else’s work as if it were your own is

8 Point out the main categories which provide a template for general revision
of your written letter

- content

- organization

- syntax

- style

- readability

13



- grammar
9 Point our specific revision characteristics of your written letter
- format

- language

- facts

- names

- spelling

- address

- grammar

- punctuation

10 Match the punctuation marks with their names

1- 1 dash

2 - 2 hyphen

3() 4 ellipsis

4... 3 parenthesis
5 colon

11 Match the punctuation marks with their names

1° 1 colon
2. 2 semicolon
3, 3 apostrophe
4; 4 comma
5 ellipsis
12 are used to separate two independent clauses

99 €6

joined by a conjunction like “but”, “and” and “or”.

13 are used to offset words that help create unity across a

sentence like “however” and “therefore”.

14 The Is used to replace letters omitted in a

contraction, and it often indicates the possessive.
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15 Written communication in the form of brief messages is called

16 Electronic mail is called
17 FWIW means

- for whom it may concern

- for what it's worth

- free what | will

- from west in what

18 IMHO means

- in my humble opinion

- in most horrible overview

- | must hurry over

- | may have opinion

19 Elements of a business letter are
- a return address, inside address
- a date

- body

- salutation and introduction
-arms and legs

- full name of a company

- conclusion

- signature

20 Mark only optional elements of a business letter
- recipient note

- subject line

- signature

- reference initials

- a return address, inside address
- copy notation

- enclosure notation
15



- mailing notation

21 Mark the main areas of a business letter

- the heading

- reference initials
- the introduction
- the body

- the conclusion

- the signature line
22 A

Is a document designed to record and convey

information to the reader/listener.

23 Match the type of report and its functions

1 A research report

1 presents summaries of the information available

on a given subject

2 A progress report

2 studies problems scientifically by developing
hypothesis, collecting data, and indicating findings

and conclusions

3 A financial report

3 communicates status and trends from a finance

perspective

4 A literature review

4 monitors and controls production, sales,

shipping, service, or related business process

5 describe a physical characteristics of a machine,

a device, or an item.

24 A Chinese proverb says, “Being in the right does not depend on

2

- being in the centre
- managing a lot

- having a power

- having a loud voice

- doing right things

25 Match the domains with the corresponding countries
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1 .af 1 Indonesia

2 .id 2 Morocco

3 .ma 3 Afghanistan

4 .ru 4 Russia

5 Romania

26 What is the first thing that a recipient sees in an email?
- introduction

- the subject line

- conclusion

- greetings

27 Choose and mark only correct statements

- business email is less formal than business letter

- greeting is not a necessary part of business email

- to write long emails is not a good thing

- there is no need to introduce yourself

28 Mark the main principles of writing business emails

- greet the recipient appropriately

- keep it short and necessary

- put your main point in the opening sentence

- never do the proofreading

- be aware of the recipient’s knowledge

29 The main language rules of writing a business e-mail are
- Don’t use all capital letters

- Don’t use acronyms and abbreviations

- Never consult a dictionary to check spelling and vocabulary
- Ask your colleague to check your business e-mail

- Use correct spelling and grammar

- Say “please” and “thank you”

30 Mark the main principles of writing business emails

- Add signature at the bottom of an e-mail
17



- Don’t send anything in an attached file

- Review and edit your business e-mail before sending
- Use jargon and professionalisms

31 Your signature should include

- your full name

- your e-mail

- your position

- your department

- your telephone number

32 Choose and mark correct writings of an e-mail address
- gym@beachhotelbern.com

- conferencecentre @beachhotelbern.com

- hr@beachhotelbern.com

- @vacanciesbeachhotelbern.com

- manager@beachhotelbern.com

33 Match e-mail addresses with their correct pronunciation

1 manager@beachhotelbern.com | 1 majid at uniriyadh dot s a

2 hr@beachhotelbern.com 2 manager at beach hotel bern dot
com

3 majid@uniriyadh.sa 3 yoshi underscore morioka at bizi dot
ip

4 yoshi_morioka@bizi.jp 4 h r at beach hotel bern dot com
5 yoshi dash morioka at bizi dot j p

34 Which address would you choose if you want to organize a conference at
the Beach hotel in Bern?

- gym@beachhotelbern.com

- conferencecentre@beachhotelbern.com

- hr@beachhotelbern.com

- vacancies@beachhotelbern.com

- manager@beachhotelbern.com
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35 Which address would you choose if you want to reserve a room at the
Beach hotel in Bern?

- gym@beachhotelbern.com

- conferencecentre @beachhotelbern.com

- hr@beachhotelbern.com

- vacancies@beachhotelbern.com

- manager@beachhotelbern.com

36 Which address would you choose if you want to apply for a job at the Beach
hotel in Bern?

- gym@beachhotelbern.com

- conferencecentre @beachhotelbern.com

- hr@beachhotelbern.com

- vacancies@beachhotelbern.com

- manager@beachhotelbern.com

37 Which address would you choose if you want to reserve a table to have
lunch at the Beach hotel in Bern?

- gym@beachhotelbern.com

- conferencecentre @beachhotelbern.com

- hr@beachhotelbern.com

- vacancies@beachhotelbern.com

- manager@beachhotelbern.com

38 Which address would you choose if you want to contact the Human
Resources department at the Beach hotel in Bern?

- gym@beachhotelbern.com

- conferencecentre@beachhotelbern.com

- hr@beachhotelbern.com

- vacancies@beachhotelbern.com

- manager@beachhotelbern.com

39 Most e-mails that you get go straight to your

- drafts
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- inbox

- contacts

- account

40 If your server doesn’t recognize the address of a sender, it will probably put
the e-mail in the

- deleted mail folder

- sent mail folder

- jJunk mail folder

- archive mail folder

41 If you delete an e-mail by mistake, look at

- deleted mail folder

- sent mail folder

- junk mail folder

- archive mail folder

42 Not to keep hundreds of business cards with your partners e-mails, put them
in the

- deleted mail folder

- sent mail folder

- jJunk mail folder

- contacts

43 If you can’t finish your business e-mail right now, save it under
and finish later

- drafts

- inbox

- contacts

- account

44 Which phrases are an appropriate way to end a formal e-mail?

- Yours truly

- With best regards

- For your information
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- Yours sincerely

- For attention of

- Best wishes

- To whom it may concern

45 Which phrases are an appropriate way to end a formal e-mail?
- With many thanks and best wishes

- For your information

- Yours sincerely

- For attention of

- Best wishes

- To whom it may concern

- Yours faithfully

46 Which phrases are an appropriate way to end a informal e-mail?
- Regards

- Cheers

- Hi again,

- Bye for now

- See you soon

-CC

47 Compete the sentence with proper grammar form: | look forward to

- hear from you

- listen from you

- hearing from you

- having heard from you

48 Put the e-mail sentences in the right order

1 Could you please let me know?

2 Thank you for your last e-mail

3 Wish best wishes,
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4 Are you free to talk about our future contract tomorrow at 6 p.m.?

5 Dear Mr Brown,

6 Mr Smith, Head teacher — London International school.

49 Put the e-mail sentences in the right order

1 Could you please let me know?

2 Wish best regards,

3 Thank you for your last e-mail

4 Are you free to talk about our future lessons tomorrow at 11 a.m.”?

5 Dear Mrs Bell,

6 Mr Sell, Head teacher — Bristol International school.

50 Put the e-mail sentences in the right order

1 Thank you for your last e-mail

2 Could you please let me know?

3 Wish kind regards,

4 Are you free to talk about our future work tomorrow after lunch?

5 Dear Mrs Rice,

6 MrMeddow, Head teacher — Brighton International school.

51 Correctly spelt word is
- convenient

- convinient

- convanient

- conveniente

52 Correctly spelt word is
- conscentious

- conscientious

- consciensious

- consceintious

53 “I’d like to ask you about...”

- commercial offer
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- inquiry letter

- request letter

- cover letters

- WL (warning letter)

- letter of notification

- letter of complaint

54 “Wish you all the best!”

- congratulation letter

- WL (warning letter)

- letter of notification

- letter of complaint

55 “yesterday I called the carpenter, but he wouldn’t come”

- congratulation letter

- WL (warning letter)

- letter of notification

- letter of complaint

56 “If you don’t change your decision by tomorrow morning, I will write a
letter of complaint to your boss”

- congratulation letter

- WL (warning letter)

- letter of notification

- letter of complaint

57 “Let me inform you that this offer is available for three days”

- congratulation letter

- WL (warning letter)

- letter of notification

- letter of complaint

58 “These documents contain the list of all our services, prices and the terms
and condition of the contract”

- inquiry letter
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- request letter

- cover letters

- WL (warning letter)

59 “I congratulate you on the 50" anniversary of your prolific work!”
- congratulation letter

- WL (warning letter)

- letter of notification

- letter of complaint

60 “Drum up” means

-to benefit or make money from an event or situation
- help a person or business in difficulty

- to try to increase interest in smth

- to be unsuccessful

61 “Cash in on” means

-to benefit or make money from an event or situation
- help a person or business in difficulty

- to try to increase interest in smth

- to be unsuccessful

62 “Bail out” means

- to try to increase interest in smth

-to benefit or make money from an event or situation
- help a person or business in difficulty

- to be unsuccessful

63 “Fall through” means

-to benefit or make money from an event or situation
- help a person or business in difficulty

- to try to increase interest in smth

- to be unsuccessful

64 “Flip-flop” means

- to vacillate between two choices, to be indecisive
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- warn of trouble ahead

- make a decision give someone else a chance

- available

65 “Raise red flags” means

- to vacillate between two choices, to be indecisive
- make a decision give someone else a chance

- available

- warn of trouble ahead

66 “Fish or cut bait” means

- make a decision give someone else a chance

- to vacillate between two choices, to be indecisive
- warn of trouble ahead

- available

67 “Up for grabs” means

- make a decision give someone else a chance

- to vacillate between two choices, to be indecisive
- warn of trouble ahead

- available

68 Match the telephone phrasal verbs with their meaning

1 speak up 1 wait for a short time

2 hang on/ hold on 2 speak louder

3 hang up 3 end the telephone call by breaking the connection

4 cut off 4 interrupt the telephone conversation

5 answer the phone call

69 “Put your best foot forward” means
- ask for help

- do your best

- hesitate

- show your shoes

70 “Crunch the numbers” means
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- eat a lot at lunch

- do a lot of calculations

- visit many countries

- earn a lot of money

71 “Put something off” means

- cancel

- delay

- finish

- show smb

72 “Eager beaver” means

- an enthusiastic person who works very hard

- a quick-witted worker

- an intellectual person

- a very responsible for his/her work person

73 “Hold the fort” means

- have the responsibility for something or care of somebody while other people
are away

- work as a guardian in a company

- do the thorough cleaning at the office

- collect money and invest them in construction industry

74 “Golden handshake” means

- a large sum of money that is given to somebody when they leave job, or
persuade them to leave their job

- a golden ring or a bracelet for your hand as a present

- have the responsibility for something or care of somebody while other people
are away

- to have a lot of work and responsibilities at the moment

75 “Cash cow” means

- a large sum of money in cash

- a large piece of veal
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- a stake which can be bought only for cash

- a part of a business that always makes a profit and that provides money for
the rest of the business

76 “Have a lot on your plate” means

- have the responsibility for something or care of somebody while other people
are away

- have a substantial meal

- to have a lot of work and responsibilities at the moment

- ask for a rest

77 “Walking paper” means

- a letter or notice dismissing somebody from a job

- a notice announcing holidays

- a paper which you should buy yourself

- a letter announcing it’s time to retire

78 “Our latest model cell phone was a real dog” means

- it was excellent

- it was a bad product

- it was very innovative

- it was very expensive

79 “Get sidetracked” means

- lose your way

- become distracted from something important

- find something more interesting

- be deep in your thoughts

80 “Squirrel away some money’” means

- to spend

- to lend

- to find

- to save
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5.2 buier K 3a4eTty

HtoroBoit opMoil KOHTpOJI 3HAHHWI, YMEHUH M HABBIKOB MO JUCLUIUIMHE
SIBJISIETCS 3a4eT. 3a4eT MPOBOJUTCS MO OMeTaM, KOTOPbIe BKIIOYAIOT OJUH YCTHBIN U
OJIMH MIMCbMEHHBIN MIPAKTUUYECKUN BOIIPOC.

Cocras 0usera K 3a4ery

1. YcTHOE BBhICKa3bIBAHUE M0 MPEITIOKEHHON TEMATHKE.

2. IluceMeHHOE 3a/1aHUE.

IIprMep yCTHOrO BHICKA3bIBAHUSA

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

IIpuMep NMCHMEHHOTO 3aJaHUS

Write a commercial offer of your translating service.

Kpurepuu onenku:

- «3aYTEHO» - CTYJEHT MOoKa3aa ri1y0oKoe WM JOCTATOUYHOE 3HAHHWE JICKCHUKO-
rpaMMaTUYECKOro maTtepuaia, crnenuguky (OpMbl M COJEpXKaHUS TTHUCHMEHHOM
JIEJIOBOM KOPPECTIOHICHITUN, JEMOHCTPUPYET CBOOOTHOE WIIM XOpOIlee BIIaJCHUE
MpaBUJaMU 3THUKETa, YMEET T'PaMOTHO M CBOECBPEMEHHO pPEarupoBaTh HA PEUYEBBIC
nercTBrUs onmmoHeHToB. OTBeT mo ¢opme JIOTHYEH, cojep)kKaTeieH U 00OCHOBaH
(aprymenTHpoBaH). BriCKa3bIBaHUSI COOTBETCTBYIOT TI'PaMMATHYECKUM, JICKCUUECKUM
1 (POHETHYECKUM HOPMAaM aHTJIMHCKOTO S3bIKA WIIM B BBICKA3BIBAHUSAX MPUCYTCTBYIOT
OTJICJIbHBIC CIIydau HapyIICHUS TPaMMATHYECCKUX, JEKCHYCCKUX WU (POHETHUCCKUX
HOPM aHTJIMMCKOTO s13bIKa. B OTBETE MPUCYTCTBYIOT 3JIEMEHTHI TBOPUECKOTO MOAX0/1a
K U3JIO)KEHHIO MaTtepuala.

- «He 3a4YTEeHO0» - CTYACHT HE MOKa3aJl 3HAHUE OCHOBHOI'O  JIEKCHUKO-
rpaMMaTH4eCKOro MaTepuayia, MPOSBHII CEPbE3HBIC 3aTPYJAHEHHUS B  PACKPBITHUU
cenuukr  GOpMBI M COACPKAHUS IMHMCHBbMEHHOW JICJIOBOM KOPPECIIOHIACHIINH,
JEMOHCTPUPYET HEIOCTATOYHOE BIIAJCHUE MPABWIAMU OSTHKETa, HETPAMOTHO U
HECBOEBPEMEHHO pearupyeT Ha peueBble ASHUCTBUSA OMMOHEHTOB. OTBeT mo dopme

HCIIOCJICAOBATCIICH W HCJIIOTMYCH, OTCYTCTBYCT IIOJIHOTA W apPTryMCHTHPOBAHHOCTb
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CYy)KJI€HHI. B BBICKa3bIBaHUAX MPUCYTCTBYIOT TIPaMMATHUYECKHUE, JIEKCUYECKHE U

(oHeTHUECKHE HAPYILIEHUS (OIIMOKN) HOPM aHTJIMHACKOIO S3bIKA.

5.3 Bonpochl U1 IOATOTOBKH K 3a4eTy

1. What kinds of business letters do you know?

2. Where would you like to go to have a rest and why?

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 is the most important skill you should possess to work successfully in
hotel industry?

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

9. What would you prepare for your business trip?

10. What types of service in tourism 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.
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6 JIuTtepatypa, peKoMeHayeMast 1JIs U3y4eHH sl TUCIUILIUHbI

1. ManbkoBckas, 3. B. AHMIMICKUN SI3bIK 1JI1 COBPEMEHHBIX MEHEIKEPOB:
yuebHoe nocodue / 3. B. MaHnbkoBcKas. - 2-€ u3A., ucop. u jgom. - M.: @opym: HUILL
NHOPA-M, 2015. . 152 C. Pexum JOCTYIIA:
http://znanium.com/bookread2.php?book=486368.

2. ManbkoBckasi, 3. B. aHrmuiickuil s3bIK JJIs1 I€JIOBOTO OOIICHUS: POJIEBBIC
UTpbl TI0 MEHEDKMEHTY: ydeOHoe mocobue / 3. B. ManbkoBckas - M.. HUIL
NHOPA-M, 2015. - 120 C. Pexxum JIOCTyna:
http://znanium.com/bookread?2.php?book=504477

3. Business English Dialogues — Pexxum moctyna:

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

s Dialogues.htm

4. Business English Lessons for Adults - Pexum moctyma: Www.business-

english.com
5. Business studies online - Pexum JOCTYIIA:

http://www.businessstudiesonline.co.uk/live/

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

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

8. English for effective Dbusiness writing - Pexum  gocryma:

https://www.coursera.org/
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