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1.Ileas ¥ 3apa4uu OCBOEHMSI AW CIUIIJIMHBI

Llenb naHHON MpOrpamMMbl — Pa3BUTUE Y CTYACHTOB YMEHUIN M HABBIKOB OOILEHUS B YCTHOU U
NUCHbMEHHONW (OpMe B THINHUYHBIX CUTyalUsiX B cdepe Iel0BOH KOMMYHUKAIlMM, a TaKke
COBEpIICHCTBOBAHHUE S3bIKOBOM U YHUBEPCAIbHON KOMIIETEHIINU.

JloCTHKEHMIO TaHHOM L€ CIIOCOOCTBYET PELIEHUE CASAYIOLUX 3a4a4:
® pa3BUTHE HHTEpeca K TOPUMEHEHHI0O HMHOCTPAHHOTO  sI3blKa B  IPaKTHKE
camMo00pa3zoBaTeIbHON AEATEILHOCTH NIE1arora,
® pa3BUTHE KOMMYHHKATHBHBIX YMEHHU OakalaBpOB;
pa3BUTHE MEXKYJIbTYPHBIX 3HAaHUM W yYMEHUH, KOTOpble MO3BOJIAIOT OakaiaBpy
OpPUEHTUPOBATHCS B PA3NIUYHBIX TUIMAX KYJIbTYpP U COOTHOCHMBIX C HUMHU HOPM JIEJIOBOTO

OOIIICHMUS,

® pa3BUTHC 3HAHMA W YMCHHH COCTABJICHUS JEIOBOH KOPPECIOHICHIIMKM HA WHOCTPAHHOM
S3BIKE;

®  OBJAJICHUE TEXHUKOW YTCHHUS, IEPEBO/IAa U peepupOBaAHHS AYTCHTUIHBIX TEKCTOB JIEIOBOU
TCMATUKH.

CTyneHTbl JODKHBI yMETh OCBEIaTh pa3HOOOpa3Hble BOIPOCHI, MPABUWIBHO CUHTAKCUYECKH U
CTUJIMCTUYECKH OPraHNU30BaTh CBOIO PEUb, IPOBOJUTH AHAIM30B TEKCTOB JEJIOBOM HAIIPABIECHHOCTH.
PaboTa Haj COBEpIIEHCTBOBAHUEM sI3bIKAa BEIETCS KaK Ha Marepuane MUCbMEHHBIX paboT, Tak M
YCTHO C MOCJIEAYIOIMM KOMMEHTHPOBAHUEM, OOCYKJIE€HUEM U pabOTOW HaJ MHAMBUAYAIbHBIMU U
TUOUYHBIMU omnOkamu. Ilpu orGope mMeronnueckoro marepuana ocoboe BHUMaHUE HEOOXOIUMO
ynensatb 3(p(EeKTUBHBIM TpUeMaM AaKTHBHOTO OOYYEHHs, a TaKKe IOCTIDKEHHSIM COBPEMEHHBIX
METOAMK (KOMMYHHKAaTMBHOI'O M HMHTEHCHBHOIO OOy4YeHMs, UTPOBOTO MojeiaupoBaHusi). B xoze
JAHHOT'O Kypca CTYAEHT JI0JKEH NMPUOOPECTU MPaBUIIbHBIE IPOU3HOCUTENbHbBIE HABBIKU, HAYYUTHCS
CBOOOJHO M TMPaBWIBHO MOJb30BaTbCid I'PaMMATUYECKUMU KOHCTPYKLUSMHM aHTJIHUICKOrO S3bIKa,
OBJIAJIETh JIOCTATOYHO OOIIMPHBIM CJIOBAPEM M HAYUYHUTHCA CTUJIMCTUYECKU MPABUIBLHO OQOPMIISTH
CBOIO peYb KaK YCTHYIO, TaK U TIUCbMEHHYIO.

2.MecTo qucuunjaunsl B crpykrype OITIOIT BO
VYueonas aucuumiuHa (Bb1.B.J{B.03.02) «JlenoBoil MHOCTpaHHBIM S3BIK» OTHOCUTCS K
mucturuHaM 1o BeiOopy  monyns b1.B.JIB.03  yueGnoro mmana OIIOII BO mnoaroroBku
6akanaBpoB 1o HampasiaeHuto 44.03.01 Ilegarornueckoe oOpa3oBaHue.

JI1s1 OCBOCHMS JJaHHOM AMCIUIUIMHBI «JleJIOBOM MHOCTPAHHBIN S3BIK)» CTYIEHTHI HCIIOIb3YIOT
3HaHUS, YMEHMsI, HaBbIKM, C()OPMHPOBAHHBIE B Ipoliecce H3y4eHHMs IUCLUIUINH: "BBeneHue B
s3piko3Hanue, "llpakTuka ycTHoW M nucbMeHHoW peun", "Hcrtopus s3bika", « "Teopernueckas
¢doneruka", «Jlekcukonorus», «MEXKyIbTypHass KOMMYHHUKAIUsi B OOYYEeHHH HMHOCTPAHHBIM
si3pikamM». OcBoeHue MUCHHMIUIMHBI " JIeOBOM MHOCTpaHHBIM S3BIK " SIBISETCS HEOOXOIUMOM
OCHOBOI JUIsl TOCJIEAYIOIIEr0 M3Y4eHMs] TUCHUIUINH "«JlomamiHee ureHne », «CTHINCTUYECKHM
aHaJn3 Tekcray, «Teopus u mpakTHKa MepeBoia», AUCIMILINH M0 BEIOOPY CTYAEHTA, MPOXOKICHUS
MeAarornyeckou NpakTUKH, NOATOTOBKU K HTOTOBOW aTTECTALIUU.

3.I1lnanupyempble pe3yJabTaThbl 00y4eHHs 10 JUCHUIINHE

B pe3ynbraTe ocBOeHMs copepiKaHMs IPOrpaMMbl y OakanaBpa JOKHbI ObITh
c(OpMHPOBAHBI KOMIETEHIIUH!

dDopMmupyeMbie KOMIIETEHIMU Ilepeuens nuIaHNpyeMbIX pe3yJIbTATOB

Kon HanmenoBanme 0o0y4eHHUsI O AUCHHILIMHE
KOMIIETEeHIIUH

YHauBepcaiabhble komnerennun (YK)

YK-4 Cnocoben OCYILECTBIATh | 3Haem. TPUHIMIBI KOMMYHHUKAllUM B
JICTIOBYI0 KOMMYHHMKALMIO B | MPO(ecCHOHANBHOM  3THKE;  (DaKTOpHI
YCTHOHN W MUCHbMEHHOM (hopMax | yaydlieHUs KOMMYHUKAaIUH B
Ha TOCY/apCTBEHHOM $I3BbIKE | OpraHu3allNH, KOMMYHHUKAIIHOHHBIE




Poccuiickoit  Denepauun
MHOCTpaHHOM(BIX ) A3bIKE(aX)

n

TEXHOJIOTUM B TIPO(ecCHOHATHHOM
B3aMMO/ICHCTBHH; XapaKTEePUCTHKU
KOMMYHHUKAIIMOHHBIX TIOTOKOB; 3HA4YEHUE
KOMMYHHUKAIlMM B  TPO(ecCHOHATHHOM
B3aMMO/ICHCTBUH; METO/BI MCCIEIOBAHHS
KOMMYHHUKaTHBHOTO MoTeHIHAaa
JTUYHOCTH; COBPEMEHHBIE  CpEICTBa
UH()OPMAIIMOHHO-KOMMYHHUKAIIHOHHBIX
TEXHOJIOTHIA.

Ymeem: co3maBaTh Ha pYCCKOM U
MHOCTPAHHOM SI3bIKE NMUCHMEHHBIE TEKCTHI
HAyYHOTO U O(UIHAIBHO-JETOBOTO
CTWIell pedn 1o MNpodecCHOHATHHBIM
BOMIPOCAM; HCCIIEIOBATh IPOXOXKIACHUE

uHbOopMaIuu o yIpaBIECHYECKUM
KOMMYHHKAIHSIM; OTpEeNEATh
BHYTpEHHUE KOMMYHUKAIIUH B
OpraHu3allNi; MIPOU3BOIUTH

PENAKTOPCKYI0 U KOPPEKTOPCKYIO IPaBKY
TEKCTOB  HAY4YHOTO W  O(UIIMAIBHO-
JICJIOBOTO CTUJIEM pe4Yd Ha PYCCKOM U
MHOCTPAHHOM SI3BIKE; BIIAJIETh
OpUHIUNAMU  (OPMUPOBAHUS  CUCTEMBI
KOMMYHUKAIUU; AHAJIN3UPOBATH CUCTEMY
KOMMYHUKAIlMOHHBIX CBA3CH B
OpraHu3aIyy.

Bnaoeem: peanuzanueil croco6oB ycTHON
W NUCBMEHHOM BUJOB KOMMYHHKAIlUU, B
TOM 4YHUCJIIE Ha HWHOCTPAHHOM A3BIKE;
MIPEACTABICHUEM IUIAHOB M PE3YyJbTaTOB
COOCTBEHHOM M KOMaHJIHOU J1eATEIbHOCTH
C UCIHOJIb30BAHUEM KOMMYHHMKATHUBHBIX
TEXHOJIOTHM.

4. TpynoémMkocTb U3y4eHHUs AUCHUILIHHBI

Oomast TpynoemMkocth auciumuindbl coctasiser 2 (3ET), (72 yaca).

JucnunnuHa uzyqaercst B 4 cemectpe Tabmuma 1
Bun yuebnoit paboTbl Ounas 3aouHas
dbopma dbopma

0o0y4deHus o0y4yeHus

AyauTopHbIe 3aHATHSA (BCEro) 40 8

Jlexun

[Ipaktrueckue 3ausatus (I13) 40 8

Cemunapsl (C)

JlabopaTtophsbie paboTsI (JIP)

CamocTrosiTesqibHasi padoTta (Bcero) 32 61

[TpopaboTka MaTepuana JeKIui, MOArOTOBKA K

3aHITHSIM

CaMocCTOATENBHOE U3YYEHHUE TEM

DK3aMeH




Kypcogoii mpoekt (pabora)
Pacuetno-rpaduueckune paboTsl
KonTponbHbie paboThl
Pedepar
IInoMexkvTouHasi arTecTamus (3a4er, 3ayer B 4 cemecTpe 3
IK3aMEH)
OO0mas Tpy10eMKOCTh 72 72
5.Coep:kanue TUCHUNIMHBI (MOLYJIs1)
5.1. TemaTuyeckuii nJjaax
Tabnuna 2
Ne HanmenoBanue pasnena Bunet yueOHO pabOThI U TPYIOEMKOCTh UX U3YUEHUS
(TeMbI) JIMCUMILIMEBL | Jlekipn [Mpaxr. [Mpaxr. Camocrost | [TpomexyTou
3aHATUSA MOATOTOB. | €JIbHAs HBII
pabora KOHTPOJITb
OYH ‘ 030 | OYH ‘ 030 | OUH ‘ 030 | OYH ‘ 030 | O4H | 030
Monayuis 1. Jles10Boe o61eHne
11 [Ty6GnudHOE BBICTYIUICHUE 6 2 6 6
KaK )aHp JeJI0BOTO
o0IIeHUS.
1.2. | ®opmarsl AeT0BOTO 4 2 6 8
oO01eHus
1.3. Cry>keOHBIN THaor. 4 6 8
1.4. | Bunsl neperoBopos, 6 8 8
ImpaBuJia UX BEACHUS.
Hroro 3a 1 moayJib 20 4 26 30
Moayas 2. [IncbMeHHbIe OU3HEC- KOMMYHHKAMHT
2.1. | ®opmartsl, MpaBHiIa 2 1 2 1 6 5
MHCHMEHHOTO  JIEJIOBOTO
oO1eHus
2.2. | AHHOTHpOBaHUE, 6 1 2 1 6 10
pE3IOMHUpPOBaHKE u
pedepupoBanme
KaueCTBEHHOM MPECChI
2.3. | Onpenenenne KII. 4 8 8
2.4. | Cunrakcu4eckue 4 6 8
ocobenHoctu si3pika KII
Hroro 3a 2 moayJib 16 2 4 2 26 31
HToro 3a cemectp 36 6 |4 2 32 61 | 3au. | 3au.3

5.3. TeMbl NPAKTHYECKUX/CEMUHAPCKHUX, JA0OPATOPHBIX 3aHATHIN M NepeYyeHb 3aJaHuil

Tabnuna 3

No Tema npakTuuecKkoro 3amanus (WA BOMPOCH JJIS ®dopma Jlureparypa
/T (cemuHapckoro, 1ab.) 00CYXXIIEHUS Ha CeM. 3aHSTHH) OTYETHOCTH
3aHATHUS

Mopnyas 1. [len1oBoe o01menune




[ly6nuanoe BoicTytuienne | 3anamue Nel,2 VerHbii CM. iyHKT 7
1.1. | kak saHp JIeJI0BOTO 1.Mudopmanronnas orpoc.
00IIIeHUS. peub. KoutpobHo-
2.IlpuBeTCTBEHHAs peub. TCCTOBRIC
3.ToproBas peub. SN
4. DTtambl MOATOTOBKH U
MPOBEACHUS ITyOJINIHOTO
BBICTYIUICHUSL.
JIOKOMMYHHMKATUBHBIN
9Tall: ONpeNeNeHUue TEMBbI
U IeTH  BBICTYIUICHHS,
OLICHKA ayguTOpud U
00CTaHOBKH, no100p
Mmarepuana, CO3JJaHue
TeKCTa W TIPE3CHTAIHH,
pETETHIIHS.
KoMMyHHKaTHUBHBIH:
BBICTYIUICHUE, OTBETHI HA
BOTIPOCHI, BeEJICHUE
MOJIEMHKH.
ITocTkKOMMyHUKaTUBHBIN
9Tal: aHaJH3 PEYH.
3anamue No2
1.YcraHoBieHHe  KOHTAaKTa  C
ayIUTOPUEH, €ero MIPUEMBL:
BOIIPOCHO-OTBETHBIN IIpHUEM,
Mepexo OT MOHOJIOTa K JIHANoTy,
NpUeM  CO3JaHUs  MPOOJIEMHOU
CUTYalluH, npreM HOBHU3HBI
WHPOpPMAILIUK OIopa Ha JIMYHBIN
OIBIT, HCHOJIb30BaHHE IOMOpA,
KpaTrkoe OTCTYIUIGHHE OT TEMBI.
2.Cpencra HeBepOaIbHOM
KOMMyHUKanuu. [lo3a,  KecTsl,
MHUMUKA BBICTYAFOIIETO.
3.[lpaBuna MOJITOTOBKHU
Mpe3eHTAlluK:  KOJIMYECTBO  H
opopmileHHEe  CIAiloB,  BBIOOP
mpudTa, CHHTAKCHYECKHE
OCOOEHHOCTH TEKCTa, CTPYKTypa
Mpe3eHTalHH.
4 Anamus myOIMYHOTO
BeICTyruleHus. (Cxema  aHanmm3a
My OJIMIHOTO BBICTYTUICHUSI.
5.KomnextuBHbIi pazbop
BBICTYTIJICHUH COKYPCHUKOB.
6.ITuceMeHHbIe OT3BIBBI 0
BBICTYIIJICHUSIX.
12 | dopmartsl enoBoro 3anamue Ne3 VerHBIR CM. myHKT 7
ob1meHus 1.CocraBnsomue  yCIemHoro | Onpoc.
JIETIOBOTO o6urenms. | KOHTPOIbHO-
2.MeXKyJIbTypHBIC pasauuus B | oo OBPIC
3aJaHus.

JIEJIOBOM OOILICHHH.

3anamue Ned
3.0cobennocTu JIETIOBOTO
oOmieHnss B OoQUIMATBHOH U
HeOpHUIMATbHOH  00CTaHOBKE.
4 PeyeBoi JTHKET.




5.PernonanpHOe BapbHpOBaHUC
B JEJI0BOM  OOIIEHMM  Ha
AHTIINHCKOM SI3BIKE.

1.3. | CiryxeOHbIi Anaor. 3anamue No5 VerHbiid CM. nyHKT 7
1.Tursl peueBBIX aKTOB B ACIOBOM | OHPOC.
obuennn: Bompoc, ToOykaeHue, | KOHTPOIbHO-
COO6H16HI/IG TECCTOBBIC
2.3aKphITHIE, OTKpBITEIE, | ~CaHHA:
PUTOPUYECKUE BOMPOCHI, BOIPOCHI
sl 00yMBbIBaHHs, TEPEIOMHBIC
BOIIPOCHI.
3.Metonst yOexaeHust
cobeceHHUKa
4 Tlcuxomormyeckue THITBI
cO0ECeHNKOB.
5.HeBepOanbHble cpeJcTBa
JIeTIOBOTO OOLICHUSI.
3anamue Neb
6.[IpocTpancTBEHHBIE HOPMBI
JIeTTIOBOTO OOLICHUSI.
7.Ciryxxe0HbI TeneOHHBIH
pasroBop.
8.TexHHKa peun B pa3roBope 1o
tenedony.
9.[lpaBuna BeaeHus Tene)OHHOTO
pasroBopa.

10. MHTepBBIO ITpH TIpUEME HA
pabory.
1.4. | Bunael neperosopos, 3anamue Ne 7 YerHsli Cwm. myHKT 7
MpaBuia UX BEJICHUSL. 1.DTamnst MOATOTOBKH H | ompoc.
MPOBEICHHUS T1eperoBopoB. | KOHTPOIbHO-
2. JIOKOMMYHUKATHBHBIH 5Tam: coop | TeCTOBRIC
3aJlaHUs.

WHPOPMAIIUH, OTpe/eeHUe Ieen
W 3a/1a4, ONpe/ielieHHe BPEMEHH M

MecTa  BCTpeEuH, YYaCTHUKOB
JeJerayu.
3.KoMMyHHMKaTUBHBII JTam:

MPEICTaBIEHUE  CTOPOH  ApYyT
IpyTy, H3JI0KEHHE TMpOoOIeM W
Leseid, aHaiau3 MpoOJIeMBl, TUAIIOT
YYaCTHHUKOB, apryMeHTaIHs
BapHaHTOB pEIICHUH, IOJBEICHHE
UTOTOB W TPUHATHE pEIICHUH,
COCTaBJIEHHE NPOEKTa JJOKYMEHTOB.
4.I10CTKOMMYHMKAaTUBHBIN  3TaIl:
aHaJIN3 TIEPETOBOPOB.

5.513p1KOBas COCTaBJISIOIIAA
YCIIEIIHBIX TIEPETOBOPOB: CHOCOOBI
MIPUBJICYCHUS BHUMaHUS, MMPOBEpPKa

a/IeKBaTHOCTH IIOHUMAaHUA,
MIO/IBITOKMBAHNE JOCTUTHYTHIX
JIOTOBOPEHHOCTEH, — CMATYCHUE
BBICKa3bIBaHUA.

6.YdeT KynbTypHBIX Pa3Iuyuil mpu
IIOATOTOBKE u BEJICHUU

MIEPErOBOPOB.




3anamue Ne 8
1.WaTepBpro. llemm w  3amadm
OOIIeHUsI ¢  TpPEACTaBUTEISIMH

MIPECCHI.
1.JlokOMMyHUKaTHBHBIH JTal:
oTIpe/ICIICHIE (coBmMecTHO c

WHTEPBBIOEPOM) Kpyra mpobiem
pasroBopa, MOJArOTOBKAa OTBETOB Ha
IIpearonaraeMple BOIIPOCHI,
M3y4eHue nHpopMaIun 0
KypHAaJIUCTE.
2.KoMMyHHKAaTUBHBIHT JTam:
IIPUBETCTBUE, YCTaHOBJICHUE
KOHTaKTa; OTBETHl Ha BOIPOCHI
HMHTEpPBbIOEpa, MIpoIIaHKe u
0arolapHOCTh 332  HUHTEPECHBIC
BOIIPOCHI.
3.ITocTKOMMYHUKATHBHBI ~ 3TaI:
aHanu3 uHTepBbIO. [IpaBuna s
HHTEPBBIOMPYEMBIX.
4.Crnetnduika npecc-KoHbepeHIHH
KaKk BHIa JEJIOBOrO0  OOIIEHHS.

IToaroroska K npecc-
KOH(pepEeHIINH.

5.CocraBieHue  3asBICHHS  JUIS
TIPECCHI. OOmmenne c

KypHaJMCTAMH  TIOCJIE  TIpecc-
KOH(epeHIINH.

Moayasb 2. IIucbMeHHbIe OU3HEC- KOMMYHMKAIMHU

21 | ®opmarsl, npasuia | 3anamusa Ne9,10 YerHblit CM. myHKT
IMACBMEHHOTO  11eJ0BOro | 1.53bIK INMHMCBMEHHOrO  JEJI0OBOrO | OHpocC.
o0IIeHNUS OOIICHUSL. KontponsHo-
2.Busr TICJIOBBIX muceM. | TECTOBBIC
CTpyKTypa  JENOBOrO  IHChMa. | ~oreith:
3.5I3bIK ¥ CTHJIb JETIOBOTO MHCHMA,
4. Tunu4aHbIE KIUIIE.
5.Ilucemo-3ampoc ¥  OTBET Ha
3arpoc, MICHMO-3aKas3,
peKiIaManuy. DIEKTPOHHAs IoYTa:
(dbopmat, CTUIIb, THITUYHBIC KITHIIIE.
2.2 AHHOTHpPOBaHHUE, 3anamusa Nell VCTHBIH CM. yHKT
pe3lOMUpPOBaHUE u | 1.Pesrome. Llens cocraBienus ompoc.
pedepupoBanue pe3ioMe, ero CTPYKTYpa | S3bIK. KonrposbHo-
Ka4eCTBEHHOM MPECCHI 2.CTpyKTypa, COlep)KaHue U A3bIK | oo OBPIC
COIIPOBOJIUTEIILHOI'O IIMChMa SANAHIL.
3.AHHOTHpOBaHHE,
pe3roMupoBaHue U pedeprupoBaHue
KaueCTBEHHOU MPECCHI.
23 Omnpenenenne KII. 3anamue Nel?2 YcTHbli Cwm. myHKT 72,0
1.0Onpenenenne KII. ompoc.
2.CnoBapHsiit coctas KIT: KonrposbHo-
001IeyOTpeOnTENbHAS U efoBas | oo 0BbIC
3aaHus.

JIEKCHKA, TSPMHHBI, UMCHA
COOCTBEHHBIE.
3.Ctunuctuyeckue 0COOEHHOCTH




KII: meTadopa, urpa cios,
AJUTIO3HS, IUTALMS, HEOJTOTU3MEI,
pOJIb TIOBTOPA B H3BJICUCHUH
nHpOpMaITIH.

4 KoHuenTyanbHBIN 1
JIMHTBUCTUYECKUH acIeKT
myOmmkarmii B K11, nx coBnanenus
U PACXOKIACHUS

2.4. | Cunrakcuueckue Sanamue Nol3,14 VCTHBIH CMm. nyHKT 7
ocobenHocTH s3bika KII 1.Cunrakcuyeckue ocobenHoctn | OmMpoc.
A3bIKa KII; | KomrpomsHo-
TECTOBBIC
HIMPOKOYIIOTPEOUTENBHBIE
3aaHHUs.
rpaMMaTHYeCKHe  KOHCTPYKIIHH,
CHHTaKCHYECKas  KOHBEPreHIN,
CerMeHTalHs CTPYKTYpPHI
NPEUIOKEHHS, aKTyaJIbHOE
YJIEHEHHE.

2.Koresust u korepentHocTh B KII
3.Croco0bl  KOMIIPECCUH  TEKCTa
pu PE3IOMUPOBaHHH,
AHHOTHPOBaHMH, pedepupoBaHUN
KII.

4 S13pIKOBBIE KJIHIIIE,
UCTIONb3YeMbIe TIPH KOMIIPECCHH
TEKCTA.

5.4. 3ananus camocTosITeIbHOI padoThl
Ocob6oe MecTo B OCBOCHHH JIaHHON TUCIMIUTMHBI 3aHAMAET CaMOCTOSsITeTIbHAsI padoTa CTYACHTOB
(CPC) o6mmm o6bemom 32 /61 wacos.

JIyis ycnenrHoro OCBOCGHUSI MaTepualia Kypca W MPHOOPETEHUST COOTBETCTBYIONUX HABBIKOB U YMEHUH
PEKOMEH/TyeTCsl 3HAKOMCTBO C OOJBIIUM KOJMYECTBOM ayTEHTHYHBIX OOpa3lOB YCTHBIX M MHChMEHHBIX
JIETIOBBIX U MPO(ECCHOHATIBHBIX KOMMYHUKAIMHA, X TOAPOOHBIN S3bIKOBOM aHanu3. Jljsl pemieHus 3Toi
3a]aud PEKOMEHJYETCSI HE TOJIBKO HCIOJIb30BAaHHE COOTBETCTBYIONICH IUTEPATyphl, HO M PECYpPCOB
WHTEpPHETa, B OCOOCHHOCTH TeX, KOTOphle pa3palboTaHbl (M TMOCTOSHHO OOHOBISIIOTCS) CIEIHATBHO IS
00yueHHs A3BIKY JEJI0BOTr0 U npodeccuonanbHoro obmeHus. Ocoboe BHUMAaHUE CIICIyeT 00paTUTh Ha TO,
Kak B YCTHOM U TIMCBMEHHOM JICJIOBOM OOIICHWUH TPOSBISIOTCS MEXKYJIbTYpHBIE —Pa3ITUUHUs
KOMMYHHKaHTOB. Ha camocTosTensHyto paboty mo Moaynto 1 BBIHOCATCS TEOPETHYESCKHE ACTEKThI
MpeuiaraeMbIX TeM, KOTOpPBIE CIIEAYeT U3yYUTh 1I0 UCTOYHHKAM HA PyCCKOM M aHTJIMHCKOM SI3BIKAX, a TAKKE
MOJITOTOBKA MYOJIUYHOTO BBICTYIUICHUS TPEX BUJOB: MPUBETCTBEHHAS peyb, WHPOPMAIMOHHAS peub U
TOproBasi peyb.

Ha camocrositensHyto padoty o Mosayito 2 BeiHocuTCs TeMa 1 «DopMaThl U CTHIIN AMAJIOTHYECKOT0
JIETIOBOTO OOIIEHUS», & TaKKe MUChbMEHHbIE 3a/IaHusl: 1) pe3toMe M COMPOBOMTENILHOE MUCHMO TIPH IPHEME
Ha paboTty (Tema 2); 2) nenoBoe nuckMo (Tema 3); 3) memopanayMm (Tema 5); 4) mpoTOKoa coOpaHus (Tema

6).
Ne Pa3nen (Tema) nporpammbl | Koanu | 3aganus ®opma Jlutepartypa
n/n €CTBO | JJISl CAMOCTOSITE/ILHOTO OTYETHOCT
yacoB BbINIOJTHCHUSA Hu
Mopayas 1. [len1oBoe o01menne
[Iy6nn4HO€ BRICTYIUICHHUE 6/6 1.0O3nakomnenue VYerHblit CM. myHKT 7
1.1. | kak sxaHp JeN0BOrO CTYJICHTOB C IIAHOM ompoc.
OOIICHMS. CaMOCTOSTENBHOM paGoter | KOHTPOIb
Ha yueOHBIN rox, | 7O
v TCCTOBBIC
rpaduKOM KOHCYIIbTAIU.
3aJaHus.
2.Konkypc Ha mydiiee
S3BIKOBOE noptdonmo
oOyuJatorerocs.
3.Breimonaenue
€XKEeHEIENbHBIX




JIOMaITHHUX 3aJIaHHH 110
Kypcy «IHOCTpaHHBIH
SA3BIK»
3.http://www.englishclub.
com/speaking/presentatio
ns.htm

1.2

dopmaThsl 1€JI0BOTO
oOmIeHns

6/8

1.Ananus Buaeo3amnucei
My OTMIHBIX
BI)ICTYHJ'IGHI/Iﬁ 110
pEKOMEHAANA
mpernoaaBaTeiid U 110
COOCTBEHHOMY BHIOOPY
MarucCTpanTa,
OIIpEACIICHUE THUIIOB
OpaTopoB.
2.http://www.englishclub.
com/speaking/presentatio
ns.htm

VcTHbIN
orpoc.
KonTpoas
HO-
TECTOBHIC
3a7aHUs.

CM. myHKT 7

1.3.

CryeOHBIN THaJIor.

6/8

1IlpocMoTrp ® aHanu3
BUJICO3AIUCEN
CITy»KeOHBIX THAJIOTOB.
AHanu3 BepOaJIbHOM U
HeBepOaIbHOI
COCTaBIISTOIIIX
YCTENTHOTO U HEYJa9HOTO
CITye0HOT0 Juasora.
[ToaroToBka K posieBoi
urpe «IHTepBBIO TPU
npueMe Ha padoTy».
[IpocMoTp BUaEO3anUCH
How to get a job you want
Ha OJjiore
www.tiashija.blogspot.co
m

Ycerubiid
orpoc.
KonTtpons
HO-
TECTOBBIE
3aJaHusL.

CM. yHKT 7

1.4.

Buns! neperoBopos,
MpaBHJIa UX BEACHUS.

8/8

1.Axanus Buaeo3amnucei
MyOJIMIHBIX
BBICTYIUIEHUH 110
pEKOMEH AN
MPETNOoIaBaTeNs U 10
coOCTBEHHOMY BBIOODY
MarvcTpaHTa,
ONpEeNIETICHUE TUIIOB
OpaTopoOB.
2.http://www.englishclub.
com/speaking/presentatio
ns.htm

Y cTHBIN
orpoc.
MopaynbHbl
U TECT.

CM. myHKT 7

Moay.s 2. [IncbMeHHbIe OU3HEC- KOMMYHUKALMU

2.1.

®opmMarsl,
MMCBMEHHOTO
o01IeHus

MpaBuia
JEIJI0BOIO

6/5

1.IIpopaboTtka Teopuu
BOIIpOCA, U3y4YeHUE
SI3BIKOBOHM COCTABJISIONICH
O(HUIMATILHOTO,

MOy O(hUITUATEHOTO u
HEO(PHUIMATHHOTO CTHIICH
JIMAJI0TUYECKOTO
JIEJIOBOTO oO1IIeHHS.
2 Ilpocmotp
BHJICO3aITHCEH Ha

YcrHbii
orpoc.
KonTtpons
HO-
TECTOBBIE
3alaHMs.

CM. myHKT 7
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peaMeT M3YUCHUS
PETHOHAIILHOTO
BapbHUPOBAHUS B JIEJIOBOM
OOIIEHHH.

1.Hazaposa T.b.
AHTTIMACKHI A3BIK
nenoBoro obmenms. Kype
JICKIUH ¥ MIPAKTUKYM. —
2.Hazaposa T.b.,
IIpecnyxuna NLA..
Pernonansaoe
BapbUPOBAHKE B JICIIOBOM
OOIIEHNH Ha aHIIMHCKOM
SI3BIKE.

D2 | AHHOTHpOBaHHE, 6/10 IIpocmMorp ©  aHanmm3 | YCTHbIH CM. nyHKT 7

pe3roMupoBaHue BHUJICO3AIIUCEN UHTEPBBIO | ONPOC.

pedeprpoBanue Kak TOTOBUTHCS x | Kontposs

KaueCTBEHHOU MPECChI HUHTEPBBIO HO-
http://www.ublicityhound. | T®¢TOB®
net/prepare-for-an- SVAARIT
interview-with-a-reporter-
these- 8-ways

Omnpenenenue KII. 8/8 [MpopaboTka TEOpUH | YCTHBIH CM. MyHKT
BOIIpOca OIpoc.

23 1.BBenenckas JI.A. Kourposs
Putopuka u xyneTypa Ho"
peun. TCCTOBBIC
2.Hazapoga T.b. SAILAHI
AHTIUICKAN S3BIK
nenoBoro oomeHus. Kype
JEKLUHA U IPAKTUKYM. —
3.Ipocmorp wu anHanms3
BUJICO3AIIUCEN TUCKYCCUI
2 4 | CuHTakcudeckue 6/8 IIpopaboTka Teopun Verubiid CM. myHKT 7

ocobenHoctH si3bika KI1 BOIIpOCa onpoc.
IToaroroska k MOZ[YJH’HH
MexBy30BCKOMY HTect.

KOHKYPCY IIEpPEBOJIOB C
WHOCTPAHHOTO SI3bIKa Ha
pycckuii (TIpo3a, mo33us)
(BBITIOJTHEHHE TIEpeEBOJA C
WHOCTPaHHOTO Ha
PYCCKHH S3bIK,
[ToaroroBka K KOHKYpCY
YTELOB HAa HMHOCTPaHHOM
s3bIKe  (O3HAKOMJIEHHE C

WHOSI3BIYHOMN TO33H1eEH,
3ay4YHBaHHC

Hau3yCTh)

[IpopaboTtka TEOpHUH
BOTIpOCa

peun. —Ha3zaposa T.b.
AHTTIUACKHH A3BIK
JIEJIOBOTO OOIIECHMS.

Kypc nexmmii n
MIPaKTUKYM.

2.IIpocMoTp 1 aHANTH3
BHJICO3aIUCEN TUCKYCCUI
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3. [MoaroroBka k
Me:XBy30BCKOMY
KOHKYPCY Ha JTyYIIHi
BOTIPOC Ha HHOCTPAHHOM
A3bIKe 10 TeMe «Briciee
oOpa3zoBanue B Poccun u
CTpaHaxX U3y4aeMoro
A3BIKAY (M3y4eHHUE
WHOSA3BIYHON
JTUTEPaTypHl,
COCTaBIIEHHE BOIIPOCa
OTBETA)

5.5. Tembl pedepaToB
5.6. TBopueckue 3a1aHusI-He NPeIyCMOTPEHbI
5.7.Curyanus 1Jis aHAJIM3a-He NPe1yCMOTPEHbI
5.8.Ctatbu 1Ji1 COCTaBJIEHUS AaHHOTAIMI, pelleH3uii-He NPe1yCMOTPEHbI
5.9. Tembl KypCcOBBIX padOT He MPeyCMOTPEHBI
6.@D0H/ OLIEHOYHBIX CPEACTB AJIsl IPOBEICHHUS MPOMEKYTOYHOM aTTeCTALNH 00y4AaIOMIMXCH M0
AMCUUIIMHE (MOAYJII0)

6.1./lepeuenv komnemenyui ¢ ykazaHuem 3manos ux Qopmuposans 6 npoyecce 0c80eHuUs
006pazosamenbHOU NPOPAMMbL

VK-4 CriocoGeH ocyIecTBIATh 1€10BYI0 KOMMYHUKAIMIO B YCTHON M MUCbMEHHOMN (hopmax
Ha rocy/apCcTBEHHOM si3bIke Poccuiickoit @enepanun 1 ”HOCTpaHHOM(BIX ) SI3bIKe(ax)

6.1.2. Komniexm KOHMPONbHBIX 3A0AHULL UTU UHblE MAMEPUATIbl, HeobXxooumble OJisl
OYEHUBAHUS KOMNEMEHYUL N0 MeoPemu4ecKoli 2pamMmamure aH2auiCKo20 A3blKa

IMPUMEPBI TECTOBBIX 3AJTAHUM JIJISI OIEHKA KAUYECTBA OCBOEHUSA
JUCLUIIINHBI (MOY.JIS)
HpnMeprle TECTOBBIC 3aIaHUA
Test 2
Business Dialogue
1. Complete the following passage with the words provided: Resolving Conflict Made Quick
and Easy!
That’s a contradiction in terms. When | was a boy, my brother and | would get into arguments
over some dumb thing or another. Rather than having us talk the 1 ...out, our Dad would make us
put on boxing gloves, then take us out in the backyard where we would duke it out. Since | was
three years older than my brother, | won every 2 ... . In retrospect, I see that this was an absurd
way to resolve a conflict. All we did was beat each other to a pulp with the last one standing being
declared the —winner.l Unfortunately, this is often how conflicts are resolved.
The person with the bigger 3 ... wins, or the person who wants to avoid the perception of being
on the receiving end of the —bigger punchl gives in or goes along to avoid the 4 ... . In either
case, nothing is really resolved. There is no mutual 5 ... of ideas, no contribution, 6 ... ,
cooperation, or learning. There is only contention, confrontation, and 7 ... . In reality, both parties
lose something.

We should realize that conflict is often the byproduct of being uniquely different — and we
are all unique. We have different values, different experiences, different perceptions, likes and
dislikes, tastes, and 8 ... . In essence, our differences present an opportunity to expand our
perspective and our 9 ... . Unfortunately, we usually have a difficult time considering points of
view that are not our own or that are outside the realm of our own experience. That‘s when the
conflict shows up. The 10 ... you face when you encounter conflict is to accelerate through it.
Only then you have an opportunity to resolve it.

A punch



B consequences.
C issue
D understanding
E argument
F biases
G challenge
H collaboration
I compulsion J
sharing
2. Read the passage above again. According to the author, which of the following is true?
a. Conflicts are unavoidable.
b. Resolving a conflict may be quick and easy.
c. People tend to be self-centered in dealing with others.
d. People can learn from conflicts.
3. Supply the following text with subheadings.
A Awareness B The magic of dialogue C Listening D Suspension E
Honesty and sincerity F Mutuality G Inquiry and Reflection
H A Safe Space | Growth through crisis J Identifying Assumptions

General Guidelines for Dialogue

listen to hear meaning emerge both from individuals and from the group. You need to listen for
common assumptions and for the voices that question those assumptions.

In listening you let meaning unfold in the conversation as a whole. You will then hear the shared
meaning that can evolve only when many individual meanings are shared and heard. The Chinese
character for listen contains the sub characters one heart, eye and earall of which you must use to
truly listen. Listening is the first step in making dialogue effective.

2 ......: In dialogue you must speak the truth as you see it, be sincere. You have to assume that
the other person is also sincere and telling the truth. This develops trust. You can then engage in
dialogue with confidence.

3. : The capacity to see the living processes that underlies all things. It is to become aware of
yourself and the impact you have - right in the moment it occurs. It includes letting go, or
"suspending™ your certainty, to see things from another point of view.

With awareness you can entertain multiple points of view at once, even if they are opposed or in
contradiction with one another.

suppress what you think nor advocate it. In the words of Isaacs, you —change directions, stop,
step back, see things with new eyes.|

You allow differences to be present — not moving immediately to agreement or debate, but
developing the skill for bridging across the diversity of opinions, assumptions, backgrounds and
ideas.

The word suspend comes from the Latin root suspendere, which means "to hang below."” It has to
do with drawing out, or stretching. It refers to displaying your thinking in a way that lets you and
others see and understand.

When you practice suspending your judgments, you learn to hold your opinions lightly. You
consciously open yourself to hearing and understanding each person's point of view. You create a
space between your judgments and your reactions so that you can hear the other person in a new
way. This is key to building a climate of trust and safety in a group.

5......: Your assumptions play a large part in how you view the world and behave towards

others. Yet assumptions are often invisible. Your assumptions are so habituated that you "know™
the world agrees with them.

intent of questions is twofold. One purpose is to draw the other out in a safe and supportive way.
More importantly, questions allow for digging deeply into ideas and perspectives that are novel.



Questions can give room for reflection and develop the understanding of the entire group.
Questions should never belittle or criticize. They are instead a way to learn and understand.
Learning to identify our assumptions allows us to see the world in a new light. By identifying
your assumptions you learn to build common ground and consensus.

You learn to respect others and their contributions, regardless of the fact that these contributions
may contradict things you have long held to be true.

7 ......: Indialogue, there is a mutual search for understanding. Each regards the other as a
partner in a shared inquiry. You see your partner in conversation as someone whose point of view
is valued, someone with whom to explore the familiar and develop the new.

You are open to the possibility that the meanings of one may cause those of the other to be revised
or changed. The conversation develops together. Yet, everyone is individually responsible for
whatever they feel is needed and relevant.

you can create a safe, holding environment for a group of people. When people feel safe, they can
be more aware of their thinking, their conversations, their interrelationships, and their potential
for better action. This is what Isaacs calls "a strong container.”

9...... : As you address difficult issues, the crises that break out are essential parts of your
development. You learn from them and build with them. You need to stay with the dialogue until
a new level of understanding develops.

10 ......: occurs when a group wanders into new territory - discovers new meaning - that can

only be discovered by the entire group. This is meaning that no individual formed alone - rather it
flows from the group as a whole. For the group, this can be a powerful experience because it is the
creation of shared meaning. Creating shared meaning is a step toward creating community and
working collaboratively.

4. Complete the following passage:

Giving unsolicited advice is what causes problems. Advice is necessarily preceded by a judgment
or evaluation—which is based on our interpretation of the situation. Although you may sincerely
intend to help or assist someone, giving unsolicited advice sends a variety of underlying messages
which are all based on assumptions, and which are almost always perceived as negative. As a
result, advice often comes across as judgmental, authoritative, or self-serving:

When we give unsolicited advice, the judgmental assumption is, 1 ...... The authoritative
assumption is, 2 ...... The self-serving assumption is, 3 ...... I once worked in an office where
one of our co-workers took it upon herself to give us advice about every aspect of our lives. In an
attempt to silence her once and for all, we decided to go out of our way to solicit her advice on
absolutely everything.

About a month later, she had in fact stopped giving unsolicited advice. Asking her for advice
clearly communicated to her that she and her opinions were valued.

Once she recognized that, she no longer felt the need to constantly offer unsolicited advice.

A —I know better than you,| or —I know and you don‘t, so I have to tell

you.|

B —I need to give you the benefit of my advice to validate or to prove to

myself how smart [ am.|

C —You can‘t figure this out on your own,| or —I don‘t trust you to figure it

out.|

5. Which of the following is NOT a good suggestion?

Here are some suggestions for making your advice work.

A Don‘t interpret rhetorical questions as a request for advice.

B Ask for permission to give advice.

C If you sincerely intend to help or assist someone, do not hesitate to give

advice.

D Listen, listen, and listen! —

E Be honest.

F Offer to assist, not insist.



G Allow people decide for themselves.
6 . Choose the best title for each paragraph about negotiations:
1. Look for ways of —expanding the piel.
2. Be ready to explore as many variables as possible.
3. Know your minimum acceptable offer.
4. Start with easier points and leave the difficult ones for last.
a) You must know how much you can give up and what conditions you can
accept. It is essential that you examine many various combinations of
variables to be dealt with in the negotiation process. These variables may
include price, delivery conditions, quantity, credit terms or date.
b) Creative negotiators can work out new opportunities that benefit both parties.
In the ideal situation the opponents achieve their objectives and none of them has
to make a considerable concession. You can argue about how to divide the
market or you can work together and expand it in such a way that
each party has a substantial share.
¢) Having dealt with the easier issues in a successful way negotiators are more
optimistic. This positive attitude makes it easier to deal with the harder matters.
d) Increasing the number of variables makes it easier to work out a compromise.
Whenever a car dealer does not want to give up the price of a car, he will think
about alternative incentives for the client, such as equipping the car with a better
radio or tyres.
7 . Decide which sentences match each negotiation style.
1) Win-win negotiation
a) Small business owners had no choice but to accept
the price quoted by the large corporation.
b) The question of price proved to be a stumbling block
and both parties came back from the negotiations
empty-handed.
c) After some haggling both parties achieved
28
2) Win-lose negotiation
3) Lose-lose
negotiation
their most important objectives.
d) Neither negotiator knew the needs of the other party
and ended up making unnecessary concessions.
e) Having worked out this creative solution
neither party had to make any unwelcome
concessions.
f) There was no room for bargaining — we had to accept
the conditions dictated by the owners of the platinum
mine.
8. Match the tips for people doing business abroad and the names of countries they
apply to.
1) Singapore
2) China
3) Saudi Arabia
4) USA
5) Spain
6) Germany
a) Punctuality is very important. Arriving a few minutes early
is advisable. Talking with hands in pockets is considered rude.



b) Strong and direct eye contact can be misinterpreted as an

attempt to intimidate the speaker.

¢) Remember that the O.K. gesture is considered obscene.

d) Give your host a firm handshake and maintain direct eye

contact.

e) Present your business card with your right hand only

because the left hand is considered unclean. Remember that

showing the bottom of the foot is very impolite.

f) Remember about Guanxi, which means _relationships®.

Build a relationship before talking business.

9. Match each of the words in the list with its

definition:

a. cancel

b. postpone

c. bring forward

d. cut short

e. fix up

f. extend

g. reschedule

1. arrange a meeting

2. find another time for the meeting

3. hold the meeting later

4. hold the meeting sooner

5. hold a longer meeting

6. finish the meeting earlier

7. not hold the meeting at all

10. Choose the request which is more appropriate for each situation.
1. Ask a close colleague to give you the phone number of a hotel he knows.
a) Can you give me the phone number?

b) 1 wonder if you could give me the phone number?

2. Ask your manager to read a report you wrote before you send it to a client.
a) Would you mind reading this report before | send it?

b) Can you read this report before I send it?

3. Ask the sales representative from the supplier to send you a brochure.
a) Could you send me a brochure?

b) Would you mind sending me a brochure?

4. Ask a client to return a document to you — unfortunately there is a mistake in
it.

a) Please return the document to us as soon as possible.

b) Could you please return the document to us so that we can correct it?
Many thanks.

5. You are going to visit a new client; ask them to send you directions to their
office.

a) | wonder if you could send me some directions to your office?

b) Can you send me the directions to your office?

6. You want to attend a conference in the US. Ask a senior manager to
authorize the expenditure.

a) Would you please authorize the expenditure?

b) I°d really appreciate it if you could authorize this expenditure.

IIpakTnyeckue 3aJaHus A TEKYIIero KOHTPOJISI 3HAHUI CTYIeHTOB-MArHCTPAHTOB



3anaﬂne 1. Ol'lpeIle.]'ll/ITe, 03HAYAET JIX CJIOBO CTPaHy UWJIH HAIIMOHAJIBHOCTDb U IMOCTABLTE
oyksbI 1 ‘C’ (‘country’) mam ‘N’ (‘nationality”).

1 Greek 6 China

2 Kuwait 7 Spanish
3 Russia 8 Japanese
4 Turkish 9 Swedish
5 France 10 Oman

2. lonoJHUTe MpeIJI0:KeHUs CJI0BAMYU U3 PAMOYKH
| short / heawy / big / early / long / fast |
Hanpuwmep: I can’t carry this box. It’s too heavy.

1 I think 7.30 is too for a meeting.

2 I have a lot of books, but no space. My office isn’t enough.

3 Taxis always drive too . It isn’t safe!

4 Mike’s presentations are too ! Last week, he talked for four hours!
5 Jane’s report was too . It didn’t give nearly enough information.

3. ITonGepure BhIpaeHHUsl U3 ABYX CTOJIOMKOB U 00pa3yiiTe ¢pasbl, HAampuMep:
__C__tothe cinema on Friday night.

a) | often play 1 to the gym.

b) I never listen 2 golf on Saturdays.

c) I love going 3 TV after work.

d) I work 4 to CDs. I’m not keen on music
e)l quite like watching 5 from home once a month.

f) I don’t like going

4. lonoJIHUTE NMpeIJi0KeHUs CJI0BAMH U3 PAMOYKH
colleagues / company / flexible / friendly / job / opportunities / salary

Svetlana is a website designer at Orion Data. She has a (1) boss and very helpful
2 . She doesn’t get a lot of money, but for her (3) security and
4) hours are more important than a high (5) .

This year, Svetlana also has a (6) car and a lot of travel (7)

5. I[OHOJ]HHTC MPEAJO0KCHUA CJIOBAMU U3 PAMOYKH
23""at / in / June / Monday / morning / New Year / the

1 We are always very busy in the :
2 Budapest is beautiful the spring.
3 We never go on holiday in :
4 Our sales conference is on October.
5 The office is quiet on mornings.
6 Max sometimes works till 11:30 night.
7 Our company closes for three days in summer.
8 We sometimes have a short holiday at
6 JlomosnuTe 04 bsABJIEHHS peasIoramMu in, on, at, from wau to.
ACE CARS
Are you travelling __to_ New York? Ace Cars can ...
e meet you 1 the airport.
e take you 2 the city centre 3 aluxury car.
e drive you 4 your hotel to meetings or take you shopping and sightseeing.
And 5 Friday and Saturday night, we can show you the best nightlife with our special guided

tour.



7 IlocTaBbTe IJ1aroJibl B HY;KHYI0 GopMmy.

My name’s Clive Mason and I (1) (work) for an international business school in
Paris. Lucille, my wife, is French. She (2) (work) part-time as a website designer.
We (3) (live) near Vincennes. Lucille (4) (travel) to work by
metro, but I (5) (take) a bus. We (6) (have) two children, Sam and
Nicole. They (7) (go) to a French primary school. At the weekend we

(8) (love) playing tennis or going to the swimming pool. Sometimes, Lucille

9) (take) the children to the cinema or to a drama club. Both Sam and Nicole

(20) (say) they want to be film stars!

8. IlocTaBbTe ri1aroJ to be B HykHy10 hopmy.

Sandra (1) from Brazil. ‘I (2) 30 years old and 1 (3)

married,” she says. ‘My husband’s name (4) Lucas. We (5) management
consultants. We live in Jodo Pessoa, the Green City. Our office (6) Very near our
home.Sandra and Lucas have one son, Rafael. He (7) six years old, and he (8) at
primary school. ‘We (9) a busy family, but we (10) always together at the

weekend,’ says Sandra.

9. HouﬁepnTe OTBETHI K BbICKA3bIBAHUAM

See you later.

a) Not bad, thanks. 1 A: Another coffee?
b) Hi, Jane. Good to see you again! B:
¢) No, thanks. 2 A: How’s business?
d) Goodbye. B:
e) Nice to meet you. 3 A: Would you like a drink?
f) Yes, please. B:
4 A: Hello, Mike
B:
5 A: My name’s lan.
B:
A:
B:

3aganue 9. Bribepure Hy)KHOE CJIOBO M3 PaMKH H 3aIIOJIHUTE MTPOMYCKH:

to type , the complimentary, closing, extent, salutation, volume, concern, envelope

1. a polite way of the ending of a letter.
2.The name and address of the company written to are usually on the left-hand side
against the margin.
3.The normal form of for letters addressed to organization is "Dear Sirs". "Dear Mr.
Smith" has tended to replace "Dear Sir".
4.The of passenger travel on the railways in decreasing
5.A flat-paper container for a letter is called
6.This clause of the contract very much.
7.1 was surprised at the of his knowledge
3ananue Nel(

Test 1 Public Speaking

1. The ability to give a speech is one of the most valued business skills today. And yet most people
say that giving a speech is their greatest fear. Below are 10 tips on how to overcome fear of public
speaking. Match the tips with their explanations.



1. Expect to be nervous.

a. Know what you are going to say — and why
you want to say it.

2. Prepare.

b. In the thirty seconds before you begin
speaking, take three slow, deep breaths through
your nose, filling your belly. As you breathe
out, say silently to yourself, “Relax.”

3. Practice.

c. Make the audience your allies. Talk to
individuals before your presentation to get to
know them. Look them in the eye as you speak
to them, one person at a time. When your
audience sides with you, your job as a speaker
becomes easier.

4. Breathe.

d. Even experienced speakers get nervous.
Don't try to eliminate your jitters. Turn them
into energy you can use to boost your
delivery.

5. Rehearse.

e. Most speakers try to do too much in a
speech. Then they worry about leaving
something out or losing their train of thought.
Aim, instead, to communicate one basic idea.
Keep it short and simple.

6. Focus on your audience.

f. People won’t see how nervous you are.
(They can’t tell if your palms are sweating or
your knees are knocking or your heart is
pounding.) So don’t tell them. Smile. Stick
your chest out. Look confident, even if you
don’t feel it.

7. Simplify.

g. Practice relaxation techniques in the days
before your presentation. Lie down or sit
comfortably in a quiet place. Breathe slowly.
Close your eyes. Imagine your upcoming
speaking engagement. Picture yourself
speaking with confidence.

8. Visualize success.

h. Stand up and walk around as you practice
out loud. Don’t memorize your speech or
practice it word for word. Talk it through,
point by point. Imagine you’re explaining your
main ideas to a friend.

9. Connect with your audience.

i. Speak to supportive audiences in small
forums where less is at stake — at a staff
meeting or a PTA meeting. Join Toastmasters
or take a Dale Carnegie course. Work with a
coach.

10. Act confident.

J. Stage fright is rooted in self-preoccupation.
(“How am I doing?” “Am I making any
sense?”’) Stop focusing on yourself. Focus,




instead, on your audience. (“How are you?”
“Are you getting this?”” “Can you hear me?”)

2. Which of the following is NOT good advice?
If your equipment breaks down when you are making a speech...
A If at all possible, be prepared to replace key equipment on the spot.

B Focus on the audience and on your message, not on the problem. As you work on a
solution, keep your audience involved. If you can’t quickly resolve the problem, go on with
your presentation as best you can.

C Bring handouts. Make copies of your slides to distribute as you speak, if necessary.

D Use humor to relieve audience tension. When her computer crashes, one speaker says, “A
TV can insult your intelligence, but it takes a computer to make you feel like a total idiot.”
Direct your humor at the situation or at yourself, never at another person.

E Ask someone to fix it and wait patiently.
3. Which of the following is NOT a good tip on how to handle questions and answers?

a. Talk to the person asking the question.

b. When answering a question begin by addressing the questioner, then turn to others in

the audience. When you finish, look to some other part of the room and ask, “Who

else has a question?”

Be respectful: avoid sarcasm, criticism, or arrogance.

Keep your sense of humor.

Answer the question as directly and briefly as possible without being abrupt.

Use your answers to reinforce your main points. Avoid making a presentation about a

whole new subject.

g. Don’t be afraid to say, “I don’t know.” Ask for the person’s business card and
promise to get back to him or her with the answer.

h. Postpone questions that require lengthy answers. Give a brief answer, admit that
there’s more to be said, and offer to discuss it more fully in private.

i. Turn certain questions back on your audience, asking for their input.

j.  Retain control of the situation, deciding when to move on.

- o a0

4. Complete the following passage:

In formal 1... or larger meetings it's often | A introduction
necessary — and helpful — to introduce the
main speaker. With the right 2 ... , you can | B transition
make the event more successful and establish

yourown3 ... . C preparation

An 4 ... serves two purposes: D anticipation

1. Itactsas abridge, a5 ... from one part




of a meeting to another. It gives the | E gatherings

audience time to make a mental and

emotional 6 ... . F professionalism
2. It prepares people for the speaker,

heightening their sense of openness and | g shift

7....
] ] H spotlight
Your task is to introduce the speaker, not to
take center stage. The 8 ... is on you only for a
moment so that you can shine it where it
belongs: on the speaker.

5. There are times — especially for leaders — when using PowerPoint in a speech makes little
sense and may even be counterproductive. Here are seven times when it’s better NOT to use
PowerPoint:

1. When you want to project a sense of leadership.

2. When you want to engage your audience’s emotions and imaginations.
3. When you want (primarily) to connect with your audience.

4. When you want (primarily) to engage your audience’s participation.

5. When you have limited preparation time.

6. When you have limited time to deliver your presentation.

7. When your audience suffers from PowerPoint fatigue.

To which from 1 -7 are A - G a comment?

A Booting up your computer, loading PowerPoint, opening your file, connecting the projector, and
troubleshooting the inevitable problems can take a lot of time.

B Using PowerPoint cues the audience to think of you as an instructor or a trainer — as someone
whose primary goal is to convey information.

C The novelty of PowerPoint has worn off. People have been subjected to too many mediocre
PowerPoint presentations. Slide after slide of bullet points. Cheesy graphics. Annoying special
effects.

D Sometimes you’re caught last minute with only a short time to pull together a presentation. You
need to use what time you have to analyze your audience, strategize your presentation, and sketch
out a rough outline.

E Once you start a PowerPoint presentation, your audience knows that you are planning to cover a
predetermined amount of material. You have already set the content, scope, direction, and sequence
of your presentation. They know their part is to sit back and observe.
F You want to look your audience in the eye and to say, in effect: “This is me. This is what I value.
This is what [ want of you.”

G PowerPoint is best at displaying information, which appeals to people’s rational minds.



6. Karen Hughes is Marketing Director at a multinational consumer electronics firm. Choose
the correct word from the list below to complete what she says.
We are one of the world's ............. Lin consumer electronics, introducing new
types of product that did not exist previously. However, where we are not first to the market with a
new product-type, we look at the market ............... 2 If it looks good, we develop our own
versions of the product. We usually test our offerings in focus ............... before ...............
them on to the market, or, if there's not much time, we may just launch them, monitor market
reaction and then modify them accordingly. We try to identify the different market ............... >
groups of end-users with particular characteristics. We look at the marketing .............. ® This
includes the best way of distributing the product, deciding which ............. " and retail
................ 8 we are going to use. In the early stages, when the market is growing fast, it can be
qQUite ..oeiiiiiinn %: there are a lot of competitors, and the ‘rules of the game” are not yet
established. Later, when everyone who is going to buy the product has bought it, and the market is
essentially one of replacement, there are usually fewer competitors and conditions are more
................... 19 Of course, we try to be among these surviving companies, preferably number one
or number two in the market.

1 a) beginners b) pioneers C) premiers d) starters

2 a)possible b) potency c) potential d) power

3 a)circles b) classes c) gatherings d) groups

4  a) casting b) lancing c) releasing d) throwing

5 a)sects b) segments c) selections d) sets

6 a) combination b) miscellany ) mixture d) mix

7 a) immediacies b) intermediaries c) intermediates d) intermezzos
8 a) outcomes b) outflows c) outlets d) outpourings
9 a)variety b) various C) vicarious d) volatile

10 a) stability b) stable c) static d) stationary

7. Use one of the prefixes, out-, over- or under-, with the correct form of the verb in brackets to
complete each of the sentences below.

1 Vickers has a good reputation for buying companies that are ............ (perform), turning them
round, and bringing them back to profitability.

2 The Dome's operators ............... (estimate) the number of visitors: they forecast 10 million, but
fewer than 7 million showed up.

3 Metro tried to buy Wertkauf, but was ................ (bid) by Wal-Mart.

4 Under the agreement, NCR will ............... (source) the manufacture of its computers to
Solectron for at least five years.

5 We opened a chain of private nursery schools. We miscalculated our costs and ...............
(charge) parents by maybe 25 per cent, which is one reason we became popular and successful.

6 There are some companies with big problems because they ............ (extend) themselves in real
estate.

7 He is a skilful politician who has ................. (manoeuvre) his rivals.

8 The government has ............ (run) its spending commitments by € 1 billion.

8. Look at the nouns below. Choose one verb which can’t be used in collocation with each
noun.
1) asuggestion

a) put forward b) make C) reject d) do
2) aproposal

a) accept b) agree c) consider d) make
3) anidea

a) deny b) have ¢) put forward d) suggest

4) aproblem



a) face b) deal with ) make d) sort out
5) adecision

a) come to b) do C) reach d) take
6) asolution

a) put forward b) look for c) work out d) deal with

©

. Choose the best alternative from the words in brackets.
Customers can ring freephone numbers from any of the nine European countries in which
Gateway trades. They are answered in Dublin by a native or (articulate/ fluent/persuasive)
speaker.
2 They are the literate, (articulate /coherent/succinct), middle-class professionals such as lawyers,
academics, politicians and senior civil servants.
3 If you remember the 19605, they say, you weren't there. Anita Pallenberg famously was there, but
her recollections are amazingly detailed and (hesitant/lucid/ responsive).
4 If you feel (coherent /eloquent /inhibited) in the way you move and express yourself, going to a
workshop with a trained dance therapist may provide the help you need.
5. Many chapters conclude with useful sources of further information, and there is even a
(eloquent/lucid/succinct) but comprehensive glossary.
6 The government should be more (articulate/fluent/responsive) to people and less preoccupied
with special interest groups.
10. Match the beginnings of the sentences to their endings a)-g).
1 This mining area was incredibly a) disastrous’, said one bank manager. ‘It

[

2 Bank deposits are disappearing as nervous
investors send their money abroad. 'The
situation is absolutely

3 The organisation's systems have been C)
severely

4 The finance minister said the budget was  e)
totally

5 The new management techniques were f)
found to be highly

6 Making films in Britain is unbelievably

7 The country's international position is

couldn’t be worse.’

badly hit by the closure of the mines, which
cost 10,000 jobs.

stable, secure and hopeful.

difficult, but much easier than it was before.
criticised by auditors, who found corruption
and mismanagement.

unrealistic, and a new budget will have to be
presented to parliament next week.
successful in 30% of companies and
moderately successful in 45% of cases.

now exceptionally

6.2.1. HpaKaneCKue 3alaHus 1JISl IPOMEKYTOIHOI0 KOHTPOJIsA 3HAHUH CTYAEHTOB

®opMOil MPOMEKYTOUYHON aTTECTALMU MO TUCHUIUIMHE «JleI0BOM MHOCTPAHHBIN S3BIKY» SABJISETCA
3aueT. CucTemMa TEeKYIIero U pyOeKHOTO KOHTPOJIS CTPOUTCS MO OasIbHO-PEUTHHTOBON MOJIENH, a
WTOTOBBIN 3a4€T CTYJEHTHI MOTY4YalOT B Ka4e€CTBE HAKOMMUTEIbHONW PEUTHUHTOBOM OIEHKH (HE MEHee
30 GammoB). B TexHomormueckoil kapTe TUCIHUIUIMHBI BbIIEICHBI Bce (OPMBI TEKYIIETO U
PYOEKHOTO KOHTPOJIS, KaK/1ast U3 KOTOPHIX OIICHUBAETCS OIMPEICICHHBIM KOJIMYECTBOM OaJIOB (B
JIMANa30HE KMUHUMYM — MaKCUMYM)).

Bo3moxHO ~ HaumciieHue — OOHYCHBIX M IITpapHbBIX  OauioB  (Hampumep, K
HEYJIOBJICTBOPUTEIHHOW OIICHKE B COUYETAHHH C PEUTHHTOBBIM IITpad)OM MPUPABHUBAOTCS clada
TEeKCTa yuyeOHOT0 3aJaHusl, T03aUMCTBOBAaHHOTO 13 VHTepHEeTa MiIN U3 KOJUICKITMH yU4eOHBIX 3aIaHUI
MPOLUIBIX JIeT, cAada JByMsT U Oojee CTyJeHTaMH HUACHTUYHOTO TEKCTa Y4eOHOTo 3aJaHusl,
HCIOJIb30BaHUE AJIEKTPOHHBIX IMPOrpamMM MepeBojaa. PeldTuHroBble OOHYCHI NMpeayCMaTpUBAIOTCS
IpU  JEMOHCTpAllMd CTYICHTAaMH B XOAE CEeMecTpa YIUIyOJEHHOTO 3HAHHUS Yy4eOHOTO |
JOTIOJHUTEIBHOTO MaTepuaia, TBOPYECKOr0, HHUIIMATUBHOTO U TUCHUINIMHUPOBAHHOTO OTHOLLICHHUS
K yueOHOMY Tiporieccy. TexHomornueckas Kapra BKIOYaeT 0a30BYIO M JIOTIOJHUTEIbHYIO YacTH. B
0a30BOI YaCTH MPHUBOJUTCS PacdeT PEUTHHTOBOM OIEHKH T€X yYEOHBIX 3aJaHUN M KOHTPOJIBHBIX
MPOLENYpP, KOTOpPHIE BBIIOJHAIOTCA CTYAEHTAMH B Te4YeHUE cemectpa. [nsg uroroBoro 3audera
CTYJEHTaM A0cTaToyHO HakonuTh 30 O6amioB. EQuHCTBEHHBIM 0053aTelIbHBIM YUEOHBIM 3a/laHUEM,



KOTOpbIE  CTY/ACHTHI JIOJDKHBI ~ BBITIOJIHUTH BHE 3aBUCHMMOCTH OT JOCTUTHYTOIO YPOBHS
HAKOIIUTEJIbHON OLIEHKH, SIBJISETCS MOATOTOBKA U IPE3EHTALUs y4EeOHOro MpoekTa (CTYIEHTHI, 110
YBaXHUTEJIbHBIM MPHUYMHAM, HE MIPHHSBIINAE YIaCTHE B 3TOH paboTe, 00s3aHbI MOATOTOBUTH yICOHbIH
MIPOEKT B COCTaBE JIOTIOJHUTEIBHBIX YICOHBIX 3aaHuii). JOMOTHUTENbHAS YaCTh TEXHOIOTHIECKON
KapThl BKJIIOYACT KOMIICHCUPYIOIIUE yueOHbIe 3agaHust. CTYICHTH BBIIOIHAIOT UX B TOM ClydYae,
€clii B paMKax 0a30BOM YacTH HE CyMelld Ha0paTh KOJWUYECTBO OalioB, HEOOXOIUMOE IS
MOJyYeHHs 3a4dera. BpIOOp MOMOJHUTEIBHBIX YYEOHBIX 3aJaHUil M3 TMPEUIOKCHHOTO IMEepedHs
CTYACHTBI OCYHICCTBIIAKOT CAMOCTOATCIIBHO. CpOK HX BBIITOJIHCHUA ONPCACIIACTCA MMPCIIOAaBaTCIICM.

IIpumepsbl BONPOCOB /151 3a4eTa
dopmasibHOE U HehOpMaITbHOE JIEJI0BOE MHUCHMO.
Knumie B nenoBom nucbme.
AOGOpeBHATYpPHI B ICIOBOM ITUCHME.
OcoOEeHHOCTH /IeTI0BOM TOKYMEHTAIUH.
KonTpakT. Tumnsl COBpeMEHHBIX KOHTPAKTOB.
OO0pa31bl KOHTPAKTOB.
Krnume KoHTpakToB.
CrieninabHasi TSPMUHOJIOTHST B KOHTPAKTaX.
OmnpeneneHre u THITBI AETOBBIX BCTPEY.
10 [TnaaupoBaHue MPOBEICHUS JICIIOBOM BCTPEUH.
11. ®yHkmoHanbHble 0COOCHHOCTH SI3bIKA JIEJIOBBIX BCTPEY.
12. Kinme 1enoBeIX BCTpeEH.
13. Onpenenenuie U TUTBI TPE3CHTALIHIA.
14. CtpykTypa npe3eHTanuu.
15. Knuie B mpe3eHTaIum.
16. CtrnmucTideckne 0COOCHHOCTH TPE3CHTAIHH.
17. OnpenenenHuie ¥ TUIBI IEPETOBOPOB.
18. OcobeHHOCTH SI3BIKA MEPETOBOPOB: JICKCHKA, (PYHKIIMOHATBHBIC CTHITH, TUCKYPC.

CoNoOA~WNE

1./IonotHuTE pa3roBop Ha KoHpepenmun. Mouin npencrabiasier Camy kosuter: doesn’t/is/are/do/
isn’t / aren’t

Molly Hello. My name ___is___ Molly Edison. I work for Carolina Consulting.

Sam Oh, hello. I’'m Sam Amos, and these (1) my colleagues, Bill Carter and
Emma Crumb.

Bill, Emma How do you do.

Molly How do you do. Bill, Emma — are you architects?

Emma No, we (2) .We’re engineers.

Molly And where (3) you work?

Bill We’re with AK Designs.

Molly Oh, yes. I know Arnold Ricks. He works for AK Designs.

Emma Yes, that’s right. But he (4) here at the conference with us. He (5) like
flying!

_2. Ilpounraiite Texct Legal education u nepemaiitTe kpatkoe CojepKaHHe Ha AaHTIIMHCKOM SI3bIKE:
Legal education

Legal education is the education of individuals who intend to become legal professionals or those
who simply intend to use their law degree to some end, either related to law (such as politics or
academic) or business. It includes: First degrees in law, which may be studied at either
undergraduate or graduate level depending on the country. Vocational courses which prospective
lawyers are required to pass in some countries before they may enter practice. Applied legal



education for specific branches of law such as, Business law, Human resource and Labour laws,
Property laws, Family laws, Human rights & Legal awareness, Taxation law and many more.

Higher academic degrees and doctorate. In addition to the qualifications required to become a
practicing lawyer, legal education also encompasses higher degrees, such as doctorates, for more
advanced academic study. In many countries other than the United States, law is an undergraduate
degree. Graduates of such a program are eligible to become lawyers by passing the country's
equivalent of a bar exam. In such countries, graduate programs in law enable students to embark on
academic careers or become specialized in a particular area of law. In the United States, law is a
professional doctorate degree known as a Juris Doctor. Students embark upon their legal studies only
after completing an undergraduate degree in some other field (usually a bachelor's degree). The
undergraduate degree can be in any field, though most American lawyers hold bachelor's degrees in
the humanities and social sciences; legal studies at the undergraduate level are available at a few
institutions. American law schools are usually an autonomous entity within a larger university. In
contrast, the LL.B. degree is still the standard qualification in other common law jurisdictions,
mostly in the Commonwealth of Nations. Faculty of law is another name for a law school or school
of law, the terms commonly used in the United States. This term is used in Canada, other
Commonwealth countries and the rest of the world. It may be distinguishable from law school in the
sense that a faculty is a subdivision

of a university on the same rank with other faculties, i.e., faculty of medicine, faculty of graduate
studies, whereas a law school or school of law may have a more autonomous status within a
university, or may be totally independent of any other post-secondary educational institution.

In addition in some countries, including Germany, the United Kingdom, Canada and some states of
Australia, the final stages of vocational legal education required to qualify to practice law are carried
out outside the university system. The requirements for qualification as a barrister or as a

solicitor are covered in those articles. See advocate for details of the requirements for qualification

as an advocate in Scotland.

3. CocraBbTe aHHOTAIMIO K clieayromieMy Tekcty: Legal education

i [TogroroBnsTe MMPE3CHTANUIO cBOEH Haquoﬁ CTaTbu UJIK JOKJIaa, UCIIOJIb3Ys
HMKCITPUBEICHHBIC BLIPAXKCHU .

Sample of Presentation
Dear friends and colleagues,

May I welcome you on behalf of... . My name is ... , let me start by giving our terms of reference.
My aim today is to discuss... | have divided my report into two parts. First, I would like to talk about
... .Secondly, I am going to analyze ... .This will take about twenty minutes.

To save time, could we leave questions until the end? Right. First of all, just a few words about the

history of the subject ... . Now for the main problem. There is an essential difference between ... .
Turning now to the possibilities, | must say that there is a choice of two courses of
action... .Next we come to our recommendations ... .I have prepared a detailed list of issues to

discuss ... .Could you hand around these leaflets, please? That concludes my talk. Please feel
free to ask questions.
3ananue S. [IpounTaiite Texct Speaking on Public u nmepenaiitTe kpatkoe conepkaHue Ha
AHTJIUMCKOM SI3BIKE.

You may speak on public for different reasons, on different subjects, to people of different
business culture and personal taste. The speaker may want:

* To inform the audience about some subject matter;

* To introduce some subject matter;

* To encourage the audience to make a decision;

* To sell goods / services.

However, delivering speeches will be almost the same in structure. Language points will

differ a little. All good speeches have two things in common: the underlying structure and the




language points which typically arise to serve this structure. If you are going to deliver a speech,
you must first have a plan. You should know exactly where and when the report is to be made.
Having a clear idea of what the people in the audience are: their knowledge on the subject, status,
age, business culture, specific interests — these help identify the needs of the audience. The
information you are going to present should be tailored to meet the needs of the listeners. You
should also devise the most appropriate format and sketch out for the use of demonstration materials
and handouts. After providing answers to seven basic questions: why?, to whom?, what?, where?,
when?, how long?, how?, you get down the plan of the report.
It may be as follows:

1. Greetings / Introducing oneself;

2. Introducing the subject;

3. Describing the sequence;

4. Starting the report itself;

5.Moving to the next point;

6. Summarizing;

7.Concluding;

8.Thanking / inviting questions.

Bag!a}me 6. OTBeThTE HA BOITIPOCHI 11O COACPKAHNIO TCKCTA:
1.Why do we have to speak on public?

2.Do all speeches have anything in common?

3.What are the common features of all speeches?

4.How would you know whether people listen to you or not?
5.What is the typical plan of a speech?

6.What should you pay special attention to?

7.What are the most memorable bits of any speech?

3ananmne Ne7 IIpountaiite u nepeBeaure Tekct RESUME

A GV (curriculum vitae) is essential if you're applying for a new job or for promotion within
your own company, or even to register as a delegate at a conference. Some information might be
given in your CV, some in your letter of application - and perhaps some on a Supplementary
Information sheet (giving information relevant to the particular job you're applying for).

There are no fixed international rules about this: different countries have different practices.

But you can follow some hints by writing your CV: Always type it on unlined white paper,
preferably a single sheet. Write your name, address and telephone number. Put your health record,
date of birth and marital status. In the next section, note down your education. Put any qualifications
on the next line. Next, detail your work history, starting with your most recent job. Give dates,
employers and describe your duties. List hobbies and interests and put extra information in a
separate section. End by saying that two referees are available on request — not naming them leaves
you free to choose the best ones for particular jobs. Remember the longer an application, the less
chance it has of being read. Never send a photo-copied letter — it looks as though you don’t care.
Always be positive and never apologize for being You.

3aganmue 8. Onpenenure, Kakue U3 HIDKETIEPEUNCIICHHBIX TYHKTOB MOT'YT OBITH HanboJiee
npuroanbvu s CV (1. e. curriculum vitae):

Your name, address and telephone number.

The title and reference number of the job.

Your date of birth.

Your marital status.

The name and address of present (or last) employer.

Your hobbies and leisure interests.

The sports you play.



Details of all the jobs you have had.

The languages you speak, read or write.

Details of the examinations you passed at school.

Details of the professional diplomas or degrees you have gained.
Details of training courses you have attended.

Details of your achievements and responsibilities in your working career.
Your suitability for the job advertised.

Your reasons for applying for this job.

When you are available for interview.

Details of your present (or last) job.

Your current (or last) salary.

The salary you would expect to receive.

The names and addresses of two or three referees.

Test 2 Business Dialogue

1. Complete the following passage with the words provided:
Resolving Conflict Made Quick and Easy!

That’s a contradiction in terms. When | was a boy, my brother and | would get into arguments over
some dumb thing or another. Rather than having us talk the 1 ... out, our Dad would make us put on
boxing gloves, then take us out in the backyard where we would duke it out. Since | was three years
older than my brother, I won every 2 ... .

In retrospect, | see that this was an absurd way to resolve a conflict. All we did was beat each other
to a pulp with the last one standing being declared the “winner.” Unfortunately, this is often how
conflicts are resolved. The person with the bigger 3 ... wins, or the person who wants to avoid the
perception of being on the receiving end of the “bigger punch” gives in or goes along to avoid the 4
... . In either case, nothing is really resolved. There is no mutual 5 ... of ideas, no contribution, 6 ...
, cooperation, or learning. There is only contention, confrontation, and 7 ... . In reality, both parties
lose something.

We should realize that conflict is often the byproduct of being uniquely different—and we are all
unique. We have different values, different experiences, different perceptions, likes and dislikes,
tastes, and 8 ... . In essence, our differences present an opportunity to expand our perspective and
our 9 ... . Unfortunately, we usually have a difficult time considering points of view that are not our
own or that are outside the realm of our own experience. That’s when the conflict shows up. The 10
... you face when you encounter conflict is to accelerate through it. Only then you have an
opportunity to resolve it.

A punch

B consequences.

C issue

D understanding

E argument

F biases



G challenge
H collaboration
I compulsion

J sharing

2. Read the passage above again. According to the author, which of the following is true?

Conflicts are unavoidable.

Resolving a conflict may be quick and easy.

People tend to be self-centered in dealing with others.
People can learn from conflicts.

o0 o

3. Supply the following text with subheadings.
A Awareness B The magic of dialogue C Listening D Suspension
E Honesty and sincerity F Mutuality G Inquiry and Reflection
H A Safe Space | Growth through crisis J Identifying Assumptions
General Guidelines for Dialogue
1......: How do you listen? What does it mean to you to hear someone? In Dialogue you should
listen to hear meaning emerge both from individuals and from the group. You need to listen for

common assumptions and for the voices that question those assumptions.

In listening you let meaning unfold in the conversation as a whole. You will then hear the shared
meaning that can evolve only when many individual meanings are shared and heard.

The Chinese character for listen contains the sub characters one heart, eye and ear- all of which you
must use to truly listen. Listening is the first step in making dialogue effective.

other person is also sincere and telling the truth. This develops trust. You can then engage in
dialogue with confidence.

3 ......: The capacity to see the living processes that underlies all things. It is to become aware of
yourself and the impact you have - right in the moment it occurs. It includes letting go, or
"suspending™ your certainty, to see things from another point of view.

With awareness you can entertain multiple points of view at once, even if they are opposed or in
contradiction with one another.

suppress what you think nor advocate it. In the words of Isaacs, you “change directions, stop, step
back, see things with new eyes.”

You allow differences to be present — not moving immediately to agreement or debate, but
developing the skill for bridging across the diversity of opinions, assumptions, backgrounds and
ideas.



The word suspend comes from the Latin root suspendere, which means "to hang below.” It has to do
with drawing out, or stretching. It refers to displaying your thinking in a way that lets you and others
see and understand.

When you practice suspending your judgments, you learn to hold your opinions lightly. You
consciously open yourself to hearing and understanding each person's point of view. You create a
space between your judgments and your reactions so that you can hear the other person in a new
way. This is key to building a climate of trust and safety in a group.

Yet assumptions are often invisible. Your assumptions are so habituated that you "know" the world
agrees with them.

intent of questions is twofold. One purpose is to draw the other out in a safe and supportive way.
More importantly, questions allow for digging deeply into ideas and perspectives that are novel.

Questions can give room for reflection and develop the understanding of the entire group. Questions
should never belittle or criticize. They are instead a way to learn and understand.

Learning to identify our assumptions allows us to see the world in a new light. By identifying your
assumptions you learn to build common ground and consensus. You learn to respect others and their
contributions, regardless of the fact that these contributions may contradict things you have long
held to be true.

a shared inquiry. You see your partner in conversation as someone whose point of view is valued,
someone with whom to explore the familiar and develop the new.

You are open to the possibility that the meanings of one may cause those of the other to be revised or
changed. The conversation develops together. Yet, everyone is individually responsible for whatever
they feel is needed and relevant.

can create a safe, holding environment for a group of people. When people feel safe, they can be
more aware of their thinking, their conversations, their interrelationships, and their potential for
better action. This is what Isaacs calls "a strong container.”

9...... : As you address difficult issues, the crises that break out are essential parts of your
development. You learn from them and build with them. You need to stay with the dialogue until a
new level of understanding develops.

discovered by the entire group. This is meaning that no individual formed alone - rather it flows
from the group as a whole. For the group, this can be a powerful experience because it is the creation
of shared meaning. Creating shared meaning is a step toward creating community and working
collaboratively.

4. Complete the following passage:

Giving unsolicited advice is what causes problems. Advice is necessarily preceded by a judgment or
evaluation—which is based on our interpretation of the situation. Although you may sincerely intend
to help or assist someone, giving unsolicited advice sends a variety of underlying messages which



are all based on assumptions, and which are almost always perceived as negative. As a result, advice
often comes across as judgmental, authoritative, or self-serving:

e When we give unsolicited advice, the judgmental assumption s, 1 ......
e The authoritative assumption s, 2 ......
e The self-serving assumption is, 3 ......

| once worked in an office where one of our co-workers took it upon herself to give us advice about
every aspect of our lives. In an attempt to silence her once and for all, we decided to go out of our
way to solicit her advice on absolutely everything. About a month later, she had in fact stopped
giving unsolicited advice. Asking her for advice clearly communicated to her that she and her
opinions were valued. Once she recognized that, she no longer felt the need to constantly offer
unsolicited advice

A “I know better than you,” or “I know and you don’t, so I have to tell you.”

B “Ineed to give you the benefit of my advice to validate or to prove to myself how smart [

2

am.

C “You can’t figure this out on your own,” or “I don’t trust you to figure it out.”

5. Which of the following is NOT a good suggestion?
Here are some suggestions for making your advice work.
A Don’t interpret rhetorical questions as a request for advice.
B Ask for permission to give advice.
C If you sincerely intend to help or assist someone, do not hesitate to give advice.
D Listen, listen, and listen! “
E Be honest.
F Offer to assist, not insist.
G Allow people decide for themselves.

6 . Choose the best title for each paragraph about negotiations:
1. Look for ways of “expanding the pie”.
2. Be ready to explore as many variables as possible.
3. Know your minimum acceptable offer.
4. Start with easier points and leave the difficult ones for last.

a) You must know how much you can give up and what conditions you can accept. It is
essential that you examine many various combinations of variables to be dealt with in the
negotiation process. These variables may include price, delivery conditions, quantity, credit
terms or date.

b) Creative negotiators can work out new opportunities that benefit both parties. In the ideal
situation the opponents achieve their objectives and none of them has to make a considerable
concession. You can argue about how to divide the market or you can work together and
expand it in such a way that each party has a substantial share.



d)

Having dealt with the easier issues in a successful way negotiators are more optimistic. This
positive attitude makes it easier to deal with the harder matters.

Increasing the number of variables makes it easier to work out a compromise. Whenever a
car dealer does not want to give up the price of a car, he will think about alternative
incentives for the client, such as equipping the car with a better radio or tyres.

7 . Decide which sentences match each negotiation style.

a) Small business owners had no choice but to accept the
price quoted by the large corporation.
b) The question of price proved to be a stumbling block

1) Win-win negotiation and both parties came back from the negotiations

empty-handed.

2) Win-lose negotiation c) After some haggling both parties achieved their most

important objectives.

3) Lose-lose negotiation d) Neither negotiator knew the needs of the other party

and ended up making unnecessary concessions.

e) Having worked out this creative solution neither party
had to make any unwelcome concessions.

f) There was no room for bargaining — we had to accept
the conditions dictated by the owners of the platinum
mine.

8. Match the tips for people doing business abroad and the names of countries they apply to.

1)
2)
3)
4)
5)
6)

Singapore a) Punctuality is very important. Arriving a few minutes early is
China advisable. Talking with hands in pockets is considered rude.

Saudi Arabia b) Strong and direct eye contact can be misinterpreted as an attempt to
USA intimidate the speaker.

Spain c) Remember that the O.K. gesture is considered obscene.

Germany d) Give your host a firm handshake and maintain direct eye contact.

e) Present your business card with your right hand only because the
left hand is considered unclean. Remember that showing the bottom
of the foot is very impolite.

f) Remember about Guanxi, which means ‘relationships’. Build a
relationship before talking business.

9. Match each of the words in the list with its definition:

a. cancel 1. arrange a meeting

b. postpone 2. find another time for the meeting
c. bring forward 3. hold the meeting later

d. cutshort 4. hold the meeting sooner

e. fixup 5. hold a longer meeting

f. extend 6. finish the meeting earlier

g. reschedule 7. not hold the meeting at all

10. Choose the request which is more appropriate for each situation.

1.

2.

3.

Ask a close colleague to give you the phone number of a hotel he knows.
a) Can you give me the phone number?

b) I wonder if you could give me the phone number?

Ask your manager to read a report you wrote before you send it to a client.
a) Would you mind reading this report before | send it?

b) Can you read this report before | send it?

Ask the sales representative from the supplier to send you a brochure.

a) Could you send me a brochure?

b) Would you mind sending me a brochure?



4. Ask a client to return a document to you — unfortunately there is a mistake in it.
a) Please return the document to us as soon as possible.
b) Could you please return the document to us so that we can correct it? Many thanks.
5. You are going to visit a new client; ask them to send you directions to their office.
a) | wonder if you could send me some directions to your office?
b) Can you send me the directions to your office?

You want to attend a conference in the US. Ask a senior manager to authorize the expenditure.
a) Would you please authorize the expenditure?
b) I’d really appreciate it if you could authorize this expenditure
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7.Y4eOHO-MeTOAMYECKOEe U HH(POPMALIMOHHOE 00ecnieueHue TUCIHIIIMHBI

A) OcHoBHasi IMTEpPaTypa
1.Amyp6exoBa T.1. Business English [Tekcr]: yuebnoe nocodue. — T.I. Aurypoexona.
Maxauxkana: I AT'Y. — 2018.
2.I'ycnsixoBa, A.B. Business English in the New Millennium : yue6Hoe mocooue /
A.B. I'ycnsikoBa ; MunucrepcTBo obpa3oBanusi u Hayku Poccuiickoit @eneparun, MockoBCcKHi
ME€JarOTUYECKUA TOCYIapCTBEHHBIM yHUBepcutTeT. - Mocksa : MIII'Y, 2016. - 180 c. : wi. -
bubmuorp. B kH. - ISBN 978-5-4263-0358-4 ; To xe [OnekrponHsli pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=472847 (21.09.2018).
3.I'aparyns C.U. AHrnumiickuit si3pIK Ui AenoBoro oomenus -Pocros H//1: @ennkc, 2013.-268 c.
4.0BunnnnkoBa, .M. The course of business English for the linguistic department :
yuebHoe nocobue / U.M. OpunnnukoBa, B.A. Jle6enesa ; pen. C.C. XpomoBa. - Mocksa : EBpasuiickuii
OTKpBITBIN HHCTUTYT, 2010. - 301 c. - ISBN 978-5-374-00361-1 ; To xe
[DnexTponnsiit pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=90921 (21.09.2018).

b)/lononnumenvnaa rumepamypa

1. T'ymosckas, I'.H. Aarnuiickuii s361k ipodeccuonanbroro oomenns=LSP: English for


http://biblioclub.ru/index.php?page=book&id=472847
http://biblioclub.ru/index.php?page=book&id=90921

professional communication : yae6Hoe mocooue / I.H. ['ymoBckas. - Mockaa :
N3narensctBo «®nmHTan, 2016. - 218 . - bubauorp. B kH. - ISBN 978-5-9765-2846-8 ;
To ke [DnexkrponHsIii pecypce]. - URL:
http://biblioclub.ru/index.php?page=book&id=482145 (21.09.2018).

2. llleBenéra, C.A. [lenoBoit anrnmiickuii : yaeoHoe mocodue / C.A. llleBenésa. - 2-¢ 3.,
nepepad. u gon. - Mocksa : FOuutu-/lana, 2015. - 382 c. - ISBN 978-5-238-01128-8 ; To
ke [DnekTpoHHbIi pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=436816 (21.09.2018).

HNuTepHET-pecypcnbl
www.bbclearningenglish/com (section “Business English™)
http://www.businessenglishonline.net/InCompany/intro.htm
http://www.dialogueworks.com/pages/blogs.php
http://www.logosnoesis.com/dialogue
http://www.wittcom.com/leader _resources.htm
http://www.englishclub.com/speaking/presentations.htm
http://www.kwintessential.co.uk/cultural-services/cross-cultural-communication.html

http://www.ublicityhound.net/prepare-for-an-interview-with-a-reporter-these- 8-ways
http://marketing.about.com/od/publicrelation1/a/organizingapressconference.htm
http://www.ehow.com/how 4494650 prepare-press-conference.html

8. IlepeyeHb pecypcoB HH(POPMALIMOHHO-TEJIEKOMMYHUKAIIMOHHOI ceTH «AHTEepHETY,
HEeO0XO0AUMBIX /IJIl OCBOECHH Sl TUCIHUIIIMHBI (MOXYJIA)

[Ipn mpoBeneHUH MPAKTUYECKUX 3aHATHA MO IUCHUIUIMHE «JIel0BOMl MHOCTPaHHBIM SI3BIK»
UCIIOJIb3YETCSl  CIIEAYyIOollee MpOorpaMMHOE OOECHeuYeHHE COBPEMEHHBIX HH(OPMALIMOHHO —
KOMMYHHKATUBHBIX TEXHOJIOTHA:

WutepHeT-pecypcbl: aHrinos3saabie caTel: http://www.wikipedia.com; http://www.krugosvet.ru;
http://www.diplomotahes.com; http://www.lenta.ru; http://www.comersant.ru; http://www.uno.org;
-mouckoBass cucrema Google 118 moucka WHGOPMAIMM HAa MO TeMaM, BBIHOCUMBIM Ha

CaMOCTOSITENIbHOE U3yUCHHE;

-y4eOHbIe TOCOOMsI U y4eOHO-MeToJuuecKue pa3paboTku HayyHoil Oubnuoreku AI'TIY;
-OJIEKTPOHHBIM ~ PECYpCHBIH  [eHTp  Hay4yHoi  OumOmmorexm  JAI'TIY; “Wikipedia”
http://www.wikipedia.org

www.bbclearningenglish/com (section “Business English™)
http://www.businessenglishonline.net/InCompany/intro.htm
http://www.dialogueworks.com/pages/blogs.php

http://www.logosnoesis.com/dialogue

http://www.wittcom.com/leader_resources.htm
http://www.englishclub.com/speaking/presentations.htm
http://www.kwintessential.co.uk/cultural-services/cross-cultural-communication.html
http://www.ublicityhound.net/prepare-for-an-interview-with-a-reporter-these- 8-ways
http://marketing.about.com/od/publicrelationl/a/organizingapressconference.htm
http://www.ehow.com/how 4494650 prepare-press-conference.html

9. MeToauyeckue yKa3aHusi JAJisl 00yJ4aIOIIUXCS MO0 OCBOEHUIO THCIIHILTHHBI

OOyueHne MHOCTPaHHOMY SI3bIKY IO JaHHOH MporpaMMe rOTOBUT K JI€JI0OBOMY OOILEHHIO HA
aHIJIMHCKOM SI3bIKE, KaK B MPO(ECCHOHANBHOU NEesTeIbHOCTH, TaK U B IOBCEIHEBHOW XH3HH, a
TaK)X€ yYUT YUTATh U NOHMMATh TEKCTHI PA3JINYHOW HAIIPABJICHHOCTH, YYUT NUCaTh aHHOTALUHU U
pedepar, mucath MUChbMa YaCTHOTO U JEJIOBOTO XapakTepa. B mporpammy BKIIOYEHa CrielMabHas
TEPMUHOJIOTHS SI3bIKA JAEJI0BOTO OOLICHHUS.
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Heobxomumo pa3pabaTbiBaTh COBMECTHO C TMpenojaBaTeieM HWHAUBUIYATbHBIA aIrOpUTM
CaMOCTOSITENILHOUN paboThI U paboTHI Ha 3aHATHIX. OCHOBHAS PEKOMEH IAINs, 00SCTICUNBAOIIAS
yCreX Mpy OCBOCHHUH, KaK OTACIBHBIX TEM, TaK M Kypca B IIEJIOM - CHCTeMaTH4ecKas paboTa Haj
3aJlaHUsIMH, KOHKPETU3UPOBaHHBIMU B 1.3, «ColepkaHue caMOCTOATEIbHOU padoTh». BhIMOmHISA
3aJaHus, CTYJEHT KOHTPOJHUPYET CTENEeHb YCBOCHHS Marepuala W, €CIM OH HE€ B COCTOSIHUHU
BBITIOJIHUTH TO WJIM MHOE 33/IaHUE, OH JIOJXKEH BHUMATEIBLHO IPOYUTATh COOTBETCTBYIOIIEE MPABHUIIO
10 peKOMEHIOBaHHOU JiuTepatype. Ilocie 3aBepiieHus Kaxaoro 010kKa TeM, IpernoiaBaTelb acT
«TBOPYECKHE» 3aJaHus: HAIMUCAHUE CBS3HBIX PACCYKJCHUW, BbICKA3bIBaHUM, AHHOTALUH U
pedepaToB, MUCeM JUYHOTO H JIEJIOBOTO XapaKTepa, MOJArOTOBKAa YCTHOTO COOOIICHHS 10 3aJaHHOMN
TeMe, MOATOTOBKA K poJeBOW wurpe, Hampumep, «OTKpbiTHE cOoOCTBeHHOTO Ou3Heca». Ha 3to
OTBOJIUTCS JOCTATOYHOE KOJIMYECTBO YAaCOB HAa CaMOCTOSTENIbHYIO TOATOTOBKY. Ilowck u cOop
Marepuaja JOJDKEH OCYIIECTBIATHCA CTYAEHTAMH CaMOCTOATEIBHO W3 COOTBETCTBYIOLIMX
HWCTOYHUKOB: TMEPUOJIMYECKUX U3JaHUM, HAyYHO — TMOMYJSPHBIX TEKCTOB, HAyYHBIX CTaTeH,
MoHorpadwmii, UaTepHeT - pecypcoB. [Ipu moAroToBke TakMXx KOMMYHHKATHBHO-OPHEHTHPOBAHHBIX
3aIaHHUIl: POJIEBBIX WIP, TPYIIOBBIX JHUCKYCCHMM M T.I. CIEAyeT NPHUACPKUBATHCS CLIEHApus,
pa3paboTaHHOT'O COBMECTHO C IPEIOIaBATEIISIM.

10 . ITepeyeHb MHGPOPMAIMOHHBIX TEXHOJIOTHii, HCIOJIb3YeMbIX PH OCYIIECTBJIEHUHU
00pa30BaTeJILHOIO MPOLECCa MO JMCUHUILIHHE (MOAYJII0), BKJIIOYasi NlepevyeHb NPOrPaMMHOI0
obecnieyeHusi U HHPOPMAIMOHHBIX CIIPABOYHBIX CHCTEM (PH HEOOXOAUMOCTH)

IIpu mpoBefeHHH MPAKTUYECKUX 3aHATUM MO TUCHMIUIMHE « J[el0BOM HMHOCTpaHHBIM SI3BIK»
WCTIOJNB3YIOTCS CIENYIOIME  MPOrpaMMHBIE 00ECHeueHHs COBPEMEHHBIX HH(GOPMAIIMOHHO —
KOMMYHHKaTHUBHBIX TexHoioruii: Microsoft Office, Excell, cnoBaps-nepeBogunk ABBYLingvo 12,
oOyyaromue mporpammbel: «Speaking Englishy, «Tell me more», «Aurnmiickuii Ha Ypay,
«IIpodeccop Xurrunc. AHramiickuii 6e3 akueHTa», «HTepaKTUBHBIM y4eOHHMK 1O COBPEMEHHOMN
rpaMMaTUKe aHTIMICKOTO s3bIKa», «CaMOy4YHTENH 10 AHIJIMACKOMY SI3BIKY»; HHTEPAKTHBHEIC
Kkypcel «TOEFL»; TpeHHMHroBble mporpaMMbl IO IpaMMaTHKe M JIEKCHKE, TECTOBbIE 3aJaHUs IO
AHTJIMHACKOMY SI3BIKY: « TecThl 1O aHIMHACKOMY S3bIKY»; Y4eOHble IOCOOHMs | y4eOHO-
MeTOoANYECKHEe pa3paboTku HaydyHoi 6ubarorexu AITIY.

11. MaTepua/jibHO-TEXHHYECKOE 00ecreyeHue JUCHUTLIUHBI

HpI/IMeHeHI/Ie COBPCMCHHBIX O6pa3OBaTeJ'ILHbIX TCXHOHOFHﬁ, B paMKaX KOTOPBIX PCAIU3YCTCA
OCBOCHHC AWCHUIUIMHBI, [OPCAIOIaract MUCIOJIb30BaHUC aKaHeMquCKOﬁ AyauTopun - i
MPOBCACHUA MPAKTUUCCKUX 3aHATUHN C H606XOI[I/IMBIMI/I TCXHUYCCKUMU CPCACTBAMU (KOMHLIOTep,
IMPOCKTOP, OKPaH, MHTCPAKTUBHAA JOCKA, ayaAWO- - BUACO allllapaTypbl, MEaAa3ajl C BO3MOXHOCTBIO
MpoCMOTpa CIIYTHUKOBOT'O TCIICBUJACHUSA HA HHOCTPAHHOM $I3BIKC).

CpenctBa 00yuyeHHUs BKIIOYAIOT Y4eOHO-CIIPABOUHYIO JIUTEpaTypy (peKOMEHJIOBaHHBIE
y‘-IC6HI/IKI/I u y‘-IC6HLIe HOCO6I/I}I, CJIOBApH, y‘{e6HLIe U AYTCHTUYHBIC IICYATHBIC, ayAWO- U
BUJeoMaTepualsl, UHTEpHET-pecypChl).

[Mporpammer: Microsoft PowerPoint 2007, Adobe Acrobat 1u6o Foxit Reader.

HaFJ'ISIJIHBIe, AyJIMOBU3YyaJIbHBIC, TEXHUYCCKHUEC CpeacTBa 06yquI/m . KOMIIBIOTED,
MYJIbTHUMEINA, AyAUOBU3YAJIbHBIC MATCPHUAJIbI.









