











VK-4.4. -BBITIOJIHSTh HNEPEBOA | -TEXHHUKOM nepesoja

Ymeer aKaIEMHUYCCKUX U | aKaJeMHYCCKHX u

KOMMYHHKATHBHO  H Mpo¢eCCHOHANBHBIX TEKCTOB € | MPOeCCHOHANBHBIX TCKCTOB

KYJIBTYPHO TPHEMIIEMO HWHOCTPAHHOTO (p1x) Ha | ¢ HMHOCTpaHHOTrO (BIX) Ha

BECTH YCTHBIC JCIIOBBIC TOCYJAPCTBCHHBIN SI3BIK. TOCYJapCTBCHHBIN S3BIK;

Pa3roBOPHI B IIPOLICCCE “H(OPMALTHOHHO

poeCCHOHATBHOTO KOMMYHHKAILIHOHHBIMU

B3aMMOJCHCTBUS ~ Ha TEXHOJIOTHSMH TIPH TOUCKE

TOCYJApCTBEHHOM | HeoOXomuMol HHpOpMALH

HWHOCTPaHHOM (-BIx) B poriecce peteHusI

A3BIKAX. Pa3THIHBIX
KOMMYHHKATHBHEIX 3a/1a4 Ha
rOCYJIapCTBCHHOM %
WHOCTPAHHOM (-bIX) SI3BIKAX;
HaBBIKAMU nepesoja
aKaICMUIECKUX "
PO eCcCHOHATBHBIX TCKCTOB
C HMHOCTPAHHOTO (-bIX) Ha
TrOCYJapCTBEHHBIN A3BIK.

OIK-8 CoAeprKaHne HCIONB30BaTh COBPEMCHHBbIC | GopMamMu H  CpeACTBaMH

Crocoben CIPABOYHBIX CICLHATBHEIC HAYYHBIC | MECJArOTUICCKOM

MPOCKTHPOBATb WHPOPMALIMOHHBIX | 3HAHHMS, B TOM WYHCIC HA | JCIATCIBHOCTH B KOHTEKCTE

MEAArOTHICCKYIO 0a3 [maHHBIX HA | HHOCTPaHHBIX  fA3bIKaX, H | MpodeCcCHOHANBHON

JEATEIBHOCTD Ha | WHOCTPaHHBIX pe3VABTATHl  HCCICAOBAHUU | JCATCIBHOCTU

OCHOBC CICIMANBHBIX | f3BIKAX o | am1 BEIOOpa METONOB B

HAy4yHBIX 3HAaHUW ¥ | NEAArorudecKou MEAArOruuCCKOM

PE3yAbTATOB JCATCIBHOCTH U | ACATEIBHOCTH

HCCIIeJOBaHHUN METOABI PadOTHl C

OITK-8.1. HAMH

3HaeT  OCOOCHHOCTH

NEJArOTUIEeCKOM

JCATCITBHOCTH;

TpeOOBaHUS K

cyOBeKTAM

NEJarOTUIeCKOM

JEATCITBHOCTH;

PE3yABTATE  HAYYHBIX

WCC/ICI0BaHMI B chepe

NEJarOTUIeCKOM

JESTCIBHOCTH.

OIIK-8.2.

VYMeeT HCIoIB30BaTh

COBPEMCHHEIC

CIICLIMAIbHBIC HAYUYHBIC
3HAHUSL U PE3YJIBTATHI

HUCCIICIOBAHUI A
BBHIOOpa METOAOB B
ICIArOrHICCKOM
JCATCIBHOCTH.
OIIK-8.3
Braaeer — meromammu,
dhopmamu u
cpeacTBamMu
CIArOrHICCKOM
JCATCIBHOCTH,
OCVILIECTBIAET 170.4

BHIOOpP B 3aBUCHMOCTH
oT KOHTEKCTA










5.1. COJAEPKAHUE PA3/JAEJOB JUCIHUILIHHBL (MOXY.JIS)

Tema Nel HHocTpaHHbIH SI3bIK /151 NPodecCHOHATBHBIX LieJeil.
Oco0enHocTH npodecCHOHATBHOU 1€J10BOH KOMMYHUKALIHU
1 IIpaBuna npodeccnoHaIbHON 3THKH YCTHOTO M NMHUCBbMEHHOTO B3aHMMOJAEHCTBHS C MApTHEPAMH H
COLMOKYJIBTYPHBIE pa3Nuuusl NPO(PEecCHOHANbHON KOMMYHHKAIlMM Ha TOCYJApCTBEHHOM U
UHOCTPAHHOM (-bIX) SI3BIKaX.
2 .3HaueHne MeXIYHAPOIHON KOMMYHHUKALIUH B ITEarOrHUecKoi cdepe
3.BepOanbHbie U HeBepOalibHbIE CpencTBa NPO(PECCHOHANTBHOTO B3aUMONEHCTBUS W JAEJIOBAs
KOMMYHUKALTHSI
4.J1enoBoOM 3TUKET
PeueBoii sTuker
CrnyxeOHbIH (neN0BOH) STUKET: pa3rOBOPHBIE.
Tema Ne2 TenedonHblie neperoBopbl
1.Beibop ctuns B TenedonHOM pasrosope. TenedoHHbIH e10BOI «KaproH»
2 Ilone3Hble BbIpasKEHUs U1 Pa3roBopa 1o TenedoHy
3.Kak oTBeTHTD Ha 3BOHOK, IPUHSATH U NEPEAATh COOOIIEHNE, HA3HAYUTD BCTPEUY
4 Kak ycrneurHo 3aBepunTh TeeOHHBIN JeIOBOH pa3roBop.
Tembl Ne 3 OcoGeHHOCTH 0(pOpPMIIEHHSI 1€10BOH KOPpPeCnOHAeHIHH
1.Buzer nenoBbIX mIceM: KOMMepUecKne, (PyHKIIMOHANIbHbIE U THChbMa-peKIaMaliui
2.0co0eHHOCTH U OCHOBHBIE MTPpaBUiIa OPOPMIIEHHS JEOBBIX MTHCEM
3.J3pikOBBIE  cpenctBa  OQOpPMIIEHHS]  BHU3WUTHOH  KAapTO4YKH,  O(OPMIIEHHS  AHKETHI,
COMPOBOAUTENBHOIO, PEKOMEHAATEIbHOTO U MOTHBALIMOHHOIO MUChMa
4 TlpesenTanus cebst Kak podheCCHOHAIAa Ha MTHOCTPAHHOM SI3BIKE
5.M3yuenne u oTpaboTKa JIEKCUKH IO TEME B PEUEBBIX 00pa3lax v KIUIIE.

Tema Ne 4 ¥YceTHas koMMyHUKanus B npodeccHOHAIBHOU cepe

1.O¢unmaneHeIii cTUIb yeTHOTO 00meHus. CTPYKTypa YCTHBIX MPE3eHTALHHI
2 HanmoHanbHO-KyJIBTypHBIE OCOOEHHOCTH BEIEHHS MEPEeroBOPOB C WHOCTPAHHBIMU IAPTHEPAMHU.
Jlenoewie moe3aku
3.PasroBopabie (hOpMySbI KOMMYHUKAIMH U JPyrue cpenctBa oOmeHus:: ¢Gpopmbl MoOyKASHUH,
npockO, MPHUrAMIeHNH; HATNYNE BBOIHBIX (hpa3, CMATHAOIIUX KAaTErOPHIHOCTh YTBEPIKISHHS WUIIH
OTKa3a
4 IlpuMeHeHne conep kaHusl CIPaBOYHBIX HH)OPMAILIMOHHBIX 0a3 JAHHBIX Ha HMHOCTPAHHBIX SI3BIKAX
O MeNarorniecKon NesiTeJIbHOCTH.
5.0co0eHHOCTH OCYIIECTBJICHUSI YCTHOM KOMMYHUKALMH JJIsT PEeIleHus 3a7ad npodeccHoHaNbHOMN
NesTeNbHOCTH

Tema Ne S [IucbMeHHAsE KOMMYHUKAIIUA B MPo(ecCHOHAILHOII cepe

1.OdunmanbHbIi CTHIH MUCBMEHHOTO OOIIEeHMS
2 Hanmcanue craTeil U TE3UCOB C yueTOM NPodecCHOHaTbHON HAIIPABIEHHOCTH
3.CocraBieHre aHHOTALUMN HAy4dHBIX CTaTell MO CHELUUalbHOCTH W3 HAayuyHbIX KypPHAJIOB
(Uurepuera).  IlpencraBneHne W aHanW3 aHHOTALMi. AHHOTHPOBAHHE, PE3OMHUPOBAHHE U
pedepupoBarne Ka4eCTBEHHON MPECCHI
4.0co0EHHOCTH  OCYINECTBJIICEHHWS  NHUCbMEHHOH  KOMMYHMKAIMM  JJIs1  pEIleHus  3a1ad
poeCCHOHATTLHOM eI TEeIbHOCTH.

Tema Ne 6 Kapbepa u nouck padorbl
1 Ilytu noucka pabotel. Hanucaaue pe3rome, COMpOBOIUTEIBEHOTO ICbMa
2.CobecenoBanue. Tumbl codecenoBaHMii U 4aCTO 3a/1aBa€MbI€ BOIIPOCHI
3.3asBnenne o mnpueme Ha padory. IloBeimenune kBamudurannu. OneHka 3PPEeKTUBHOCTH
OEeSITeNbHOCTH PAaOOTHUKA
4 Micnonp30BaHNE COBPEMEHHBIX CHEIMANIbHBIX HAYYHBIX 3HAHWH, B TOM YHCJE HA MHOCTPAHHBIX
S3BIKAX M Pe3yJIbTaTOB HCCIENOBAHUN U BHIOOpAa METOIOB B IENArOTHYECKOH NesSTeNIbHOCTH B









AHHOTHPOBAaHHE,
pe3IOMHUpOBaHUE U
pedepuposanne
Kaue€CTBEHHOU NPECCHI

B ynuBepcutere BPC npumensiercss mpu peanusanuil BCeX AUCLUIUIMH (B TOM YHCJE TPU
OLICHUBAaHUH KYPCOBBIX PadoT (IMPOEKTOB)) W MPAKTUK, YCTAHOBJIEHHBIX yueOHbIMU mianamu OI1
BO.

Ouenka odyuaromerocs o gucturmuinie B BPC dopmupyercs us:

- 0anoB, MOJYYEHHBIX NPU MPOBENEHUH TEKYLIErO KOHTPOJISA YCIIEBAEMOCTH;

- 0annoB, MONYYEHHBIX HA MPOMEXKYTOYHOH aTTeCTALIUH.

Bbannbl, nonydeHHble 0OydarOIMMCs NPH MPOBENEHUH TEKYLIEro KOHTPOJS YCIEBAEMOCTH,
NPEACTaBISIIOT  co0OM CyMMy OajulOB, TOJNyYEHHBIX 110 KOHTPOJIBHBIM TOYKAaM, a TaKXKe
JOTIOJIHUTENBHBIX U MPEMHAIbHBIX OAJUIOB.

PesynbraThl TEKyLIEro KOHTPOJS YCHEBAEMOCTH (UKCHPYIOTCS B EIWHBIX [UISI BCEro
YHHBEPCHUTETA KOHTPOJIbHBIX CPE3ax, yCTAHABIMBAEMBIE TIOCJIE OIMPEAEIEHHOrO Meproaa O0yUYeHHUs.
Jns ouHo# Gopmbl 0OyUEHHs YCTaHABIMBAIOTCA 2 KOHTPOJBHBIX Cpe3a B KakaoM cemecrtpe. s
3a04YHOM — MO pe3yJbTaTaM UTOTOBOIO KOHTPOJISl OCBOEHUS IUCLIUIUIMHBIL.

ITo kKaxaOMy KOHTPOJBHOMY Cpe3y O0yJaroImeMycsl HauUCIISIOTCS Oalbl 3a.

- MOCeIaeMOCThb B OlleHHBaeMbIil iepuon (20%),

- pesynbraThl 00y4denus mo (80%):

a) OCBOEHHBIM 3a OLICHMBAEMbI IIepHO pa3aenaM u (i) teMam (ouHast popma oOydeHus),

0) naucuuruinHe (OYHO-3a04YHAast U 3a04Hast popma oOydeHHs).

ITo muctmmirae 00y4aromeMycsi MOTYT ObITh HAUHUCIICHBI:

- JIOTNOJIHMTEJIbHbIE OaJlIbL;

- TIpeMHaJbHbIe OAIIIBI.

ITepeBox oueHOK U3 MATHOAIUILHON cHCTeMBI olleHnBaHus B 100-0a/uibHYIO MO AUCHUTUIMHAM
U TPAaKTUKaM, a TakKKe OLIEHOK OOYyYaroIuXcs, MEPEeBEACHHbIX B YHUBEPCUTET M3 APYTUX
OpraHW3alfi, OCYIIECTBISIOMUX O00pa30OBaTeNIbHYID NeATeIbHOCTh, B KOTOpbIXx bBPC He
NPUMEHSIACh, U B IPYTHX MOAOOHBIX CIyHasiX OCYIIECTBIISETCS CIEIYIOUUM 00pa3oM:

- «OTJAHMYHO» - 85-100 0aJL10B;

- «xopomo» - 70-84 6ann0B;

- «yA0BJIETBOPUTEJIBLHO» - S1-69 6as10B;

- «3auTeHo» - S1 dan.

MakcumanpHOe KOJIH4YeCTBO OayuIoB 00y4aroImerocs: Mo OAHOH AMCUUILUINHE (BKJIFOUasi Oajuibl,
MOJIy4€HHBbIE TPU TMPOBENEHUH TEKYIIEero KOHTPOJIS YCHEeBAaEMOCTH, W Oayjibl, MOJYYEHHbIE HA
NPOMEKYTOYHOHN arrecTannu) cocrasisier 100 6amios.

Ecnu cpenHuii pedTHHroBbI Oamn CTyAeHTa MO AWCLUUIUIMHE TapaHTUPYeT €My
MOJIOXKUTEIPHYIO OLICHKY, B COOTBETCTBHM CO INKAJOW OLIEHOK, TO Mpenojamareib 00s3aH NpU
JKEJIAHUM CTYJEHTa BBICTABHTH COOTBETCTBYIOIIYIO OLIEHKY O€3 MTOTrOBOIO KOHTPOJIS, MPOCTAaBUB
NIOJIYYE€HHBIH UM CPEIHUI PEHTHHTOBBIN OasuI.

CTyneHT MOXeT MOBBICHTH CBOH PEHTHHIOBBIN Oajul, MPOXOMAsS UTOTOBBI KOHTPOJb, HO MPHU
5TOM BECOMOCTb HAOpaHHOrO B XOJA€ TEKYIIEro KOHTPOJIS CPENHEro peWTHHrosoro Oaja
cocragisieT: 0,5 (50%).

ITo gucuuMniauHe C UTOTOBBIM KOHTPOJIEM — «3au€T» CTYAEHT JOMyCKaeTcs K chade 3advera
TOJIBKO B TOM CJIy4ae, €ClId €ro CpPelHHil PeUTHHTOBBIN Oan mo uroram cpe3oB cocrasisieT 30 u
Bblllle. B mpoTHBHOM ciydyae OH aBTOMAaTUYECKU MOJy4daeT — «He3zauTeHo». Eciu ero cpegHuit
PEUTHHTOBBIN Oania Mo UTOraM Cpe3oB COCTaBisieT 51 W BbIIE, OH aBTOMATHYECKH MOJy4aeT —
«3a4YTEHOY.

B cnygasix, Koraa CTyIeHT JKeJlaeT MOBBICUTh CBOH PEHTHHIOBBIN OaJll U MPUHUMAET PEeIleHHe
y4acTBOBATh B IPOMEXYTOUHOH aTTECTAllMH, TO BECOMOCTb CPEIHEro PEeHTHHrOBBIX OalIoB,
MOJIyYEHHBIX TPU TPOBEIECHUN TeKYLIero KOHTPOJsI YCIIeBAeMOCTH U IOJy4YeHHbIX Ha
npoMexKyTOUHOU arrectaruu coctasisiet: 0,5 (50%) u 0,5 (50%).



IIpn mnpoBeneHHMH TeKyIEro KOHTPOJsS YCIIEBA€MOCTH IIpernojaBaTeslb MOXKET Y4yecTb
JOTIOJTHUTEIbHBIE OaIJIbl B KAUECTBE MPEMHAIbHBIX 0AJUIOB, HAYHCISIEMbIX O0YJar0IEeMyCs:
- OTIpeJieJIeHUs] IOTIOJIHUTENbHBIX 0AJLIOB MO HAYYHO-UCCIEA0BATENbCKOH NEATEIbHOCTH

IToka3zarenn Banaabl

[lyOnukaums cratbl B OKypHasne, cOOpHUKE TpymoB poccuiickoit, | Ot 5 no 10
pPErHOHAJIbHOM, By30BCKOH KOH(EPEHLINH

[lyOnukanms Te3WCOB CcraTbu B COOpHHKE TpydoB poccuiickoit, | Ot 5 no 10
PETrHOHAJBLHOM, By30BCKOH KOH(MEPEHLINH, NETTOHUPOBAHNE CTATHH

Joknanel Ha  KOH(QEPEeHUUSX:  BHYTPUBY30BCKHX,  MEXBY30BCKHX, | OT S mo 10
BCEPOCCUNCKHUX U MEXAYHAPOIHBIX

VYyactTue B KOHKypcax TIpaHTOB. BHYTPUBY30BCKUM, peruoHanbsbii, | Ot 10 go 15
BCEPOCCUNCKHUI U MEXKAYHAPOAHBIN

VYuyactue B koHkypcax HWPC: BHyTpuBy30BCkMi, peruoHanbHeli, | Ot 5 1o 10
BCEPOCCUNCKHUI U MEXKAYHAPOAHBIN

VYyacTue B M3rOTOBJIEHUH JE€MOHCTPALMOHHBIX MaTepualioB, HarsiHbIX U | OT 5 1o 10
y4eOHO-METOTMYECKUX TIOCOOUH U T.J1.

Ilonyyenue mnareHTa, CBHUAETENbCTBA Ha OXpaHy uHTe/ekTyaidbHol | Ot 10 go 15
coOCTBEHHOCTH

Yyactue B By30BCKOI, MEXXBY30BCKOW, BCEPOCCUICKON OJMMMIHAaAax Ot 5 no 10

Brenpenue pesynbTaToB HCCIENOBaHWN B yueOHBIH, mpomsBonacTBeHHBIH | OT 5 no 10
mporecc

- ONPCACTICHNA JONNOJHUTCIBbHBIX 0ajIoB 10 O6LLI6CTB6HHOI>'I JCATCIIbHOCTH

IToka3zarenn Banaabl

YyacTre B OpraHU3alMOHHON CTPykType (akymbrera: crapocra rpymnmsl, | Ot 10 mo 15
Kypca, npodopr CTyAeHTOB (haKyIbTeTa U T 1.

Opranm3auusi pa3oBbIX OOLIeCTBEHHBIX akuuii Ha Qakyasrere, B | Ot 10 mo 15
YHUBEPCUTETE U T. 1.

Ydactue B KyJbTYPHO-MACCOBBIX MeponpusitTusax Ha ¢akyasrere, B | OT 10 mo 15
YHUBEPCUTETE U T. 1.

VYyacTue B BY30BCKHUX CIIOPTHBHBIX, OpraHM3alMOHHO-BocnuTaTenbHbx | Ot 10 no 15
MEPONPUATHIX

Ydactue B TOPOACKHX, OOJACTHBIX CIOPTHBHBIX, oOpramzaunonHo- | Ot 10 mo 15
BOCIUTATEIbHBIX MEPONPUATHUSIX

VYyacTue B pOCCUNHCKHUX, MEXIYHAPOIHBIX CIHOPTUBHBIX, OpraHusauuoHHo- | Ot 10 no 20
BOCIIUTATEJIbHBIX MEPONPUATUSIX

BecomocTs cpennero peiftuarosoro 0ania u 0ajuioB, MONYyUYEHHBIX Ha Mepecaade, COCTaBIsIeT
cootsercTBeHHO: 0,3 (30%) 1 0,7 (70%).

Ecnu crymeHT mocne mepecnmaud HE TIOJIYYMJ TIOJOXKHUTENbHOW OLIGHKH, TO OH B
yYCTAHOBJIEHHBIE BY30M CPOKH UIET HA KOMHUCCHOHHYIO Tepecaaqy JUCIUTUINHBI.

Becomocte cpemnero Oamna, MOJNYyYEeHHOrO MpPH KOMHUCCHOHHOH CAade, COCTaBIIET,
coorercTBeHHO 0 (0%) 1 1 (100%), a 6asmbl, OJy4eHHbIE IPU OBTOPHOMN Cla4e — aHHYJIUPYIOTCSL.

CtyneHT, mponyCTHBIIUI TEKYIIUI KOHTPOJIb MO YBAKUTENbHON mpuinHe (O0NIe3Hb WK HHbIE
NPUYHHBIL, TOATBEPKACHHBIE IOKYMEHTAJIbHO), AODKEH €ro MpOHTH 10 CHAYd CIEAYIOLIEero
MPOMEKYTOYHOIO KOHTPOJNISL MO aucuurumiHe. Jlnsg 3Toro ¢ paspeuieHus nekaHa (akyibTeTa,
IUPEKTOpPa UHCTUTYTA (POPMUPYETCS HHAUBUAYAJIbHAS OaNTbHO-PEHTHHIOBAsI BEAOMOCTb.

Urorosass omeHka Mo pe3yJjbTaTaM OCBOCHHUS JHCLUUIUIMHBI BBICTABIAETCS MO S-0ayuIbHOM
IIKajie WiIn B 3a4eTHOM (opmare (B COOTBETCTBUHM ¢ (HOPMOH MPOMEKYTOUHOH aTTECTAIMH IO
OUCIUILINHE, YCTAHOBJICHHOW yU4E€OHBIM TUTAHOM).

Urorosast OleHKA 3aHOCHUTCS B 3K3aMEHAIMOHHYIO (3a4€THYI0) BEIOMOCTb M 3aU€THYIO
KHHJKKY CTyJI€HTA.

HTOroBbeIii TOCYAaPCTBEHHBIN 3K3aMeH IO CHEeNUaIbHOCTH OleHnBaeTcs no 100 — GaymibHOM
IIKaJe.



[Ipasuna nepesona oueHok u3 100-0amTbHON CHCTEMBI B MIATHOAIIBHYIO CUCTEMY MPHUBEIEHBI
B TaOmue 1.

dDopma OTpuuarenbHasn HonoxurenbHbIe
NMPOME:KYTOYHOM OLIeHKA OLIEHKH
aTTecTalUH 1Mo
AUCHUILINHE,
NMPAKTHKE
3auer He 3auteno 3aurteHo
(menee 50 6anaoB) (6onee 50 6anaoB)
Kypcosast pabota Heynosaersopurte | Yaosaersopu | XOpomo OtauuHo
3ader ¢ OLEHKON JBbHO TeJbHO (70-84 (85-100
DJK3aMeH (menee 50 6annos) | (51-69 Gamnos) | Gannos) OayioB)

7.1.1 IIpuMepHBIH epedeHb 3aJaHHH 1JIs1 TEKYLIero KOHTPOJIs
Amnrnmiickuii si3k Application for a job

Sample APPLICATION FOR A JOB
PERSONAL INFORMATION
Name:

Address: -,

- Phone: 8 (853) 103 11 11 CONTACT
Email: y@gmail.com

Birth date: 22.12.2089

CAREER OBJECTIVE: Currently attending Dagestan State Pedagogical University after
R/Gamzatov. Aiming to leverage proven language, and pedagogical skills to successfully fill the
English/ Russian teacher role at your company. Frequently praised as adaptable by my peers. I can
be relied upon to help your company achieve its goals. I want to obtain an English teacher position at
“School” and teach students everything from grammar to writing essay and reading comprehension.

PUBLICATIONS CONFERENCE PRESENTATIONS EDUCATION Dagestan State
Pedagogical University after R/Gamzatov, RF Bachelor of Pedagogical Sciences (English)
Graduated in 2022 Scientific work Formation of English sociocultural competence based on the
vocabulary representing the concept "Food" e« Dagestan State Pedagogical University after
R/Gamzatov., RF Master of Comparative Linguistics and Cross-cultural Communication (in
process).

SUPPLEMENTARY EDUCATION ASPU-Scientific Research Institute of the Development of
Education ((----) WORK EXPERIENCE -« English teacher, 20///// — present Concord International
School

*Responsibilities:

« Teach the assigned courses in accordance with the course outlines and recommended textbooks. A
teaching program should integrate listening, speaking, reading and writing. * Run the student journal,
where the children are encouraged to publish anything from poetry to science fiction novels.
STRENGTHS + Communication skills ¢ Ambitious and perfectionist ¢ Good team-work
communication ¢ Sense of responsibility Dedicated to teaching students Professionalism Respectful
I Patience with students LANGUAGE SKILLS.



PROFESSIONAL SKILLS Teaching Challenging underperformance at all levels & putting in
place effective procedures to deal with any shortcomings. Committed to personal development in
key relevant areas such as subject knowledge and teaching methods.

Providing feedback to pupils in such a way that supports their progress and gives them hope for
their future. Excellent time-management, computer, and interpersonal skills Open to constructive
feedback & willing to try new techniques that could help students improve their skills.

KEY SKILLS AND CORE COMPETENCIES Good communicator — Mature, patient,
responsible and positive attitude. Approachable — Good listening skill Passionate and energetic.
Planning and organizational skills.

COMPUTER LITERACY DRIVING LICENSE: B, B1, M — INTERESTS: Traveling, Sports
(walking, exercise), Reading, Art Music, — Job-related activities.

I Bapunant
OdopmieHne ne10BOro miuchbma
1. Pacnonokute 4acTH A€JI0BOrO MUCbMa B MPABUIBHOM MOPSIKE:

BAPUAHTBI OTBETOB:

A) Dear Mr. Sawyer,

B) I'look forward to hearing from you.

Yours sincerely,

Simon Tramp Sales Manager

C) Thank you for your letter.

I am afraid that we have a problem with your order. Unfortunately, the manufacturers of the part
you wish to order have advised us that they cannot supply it until November. Would you prefer
us to supply a substitute, or would you rather wait until the original parts are again available?

D) James Sawyer, Sales Manager, Electro Ltd, Perry Road Estate, Oxbridge UN54 42KF.

E) 6 Pine Estate, Bedford Road, Bristol, UB28 12BP

Telephone 9036 174369 Fax 9036 36924 6 August 2005

2. Pacnionoxwure 4acTu Aen0BOro nucbma B npasuibHoM nopsake BAPUAHTBI OTBETOB:

A) 1 would like to reserve three single rooms from 18th to 22nd December for three of our
managers. Could you please inform me of your rates and whetheryou offer discounts for
company bookings.

B) Managing Director, Miranda Hotel, 7 Moon Way, New Coast City, NM 54021

C) I'look forward to receiving your confirmation. Yours faithfully,

2. Pacnonoxxute 4acTH AEJOBOrO MUCHbMAa B IPaBUJIBHOM MOPSIAKE
BAPUAHTBI OTBETOB:
A) Yours faithfully, Lewis Carol For Chief Accountant
B) We enclose a statement of account up to 30th March, from which you will see that you
owe us 2,850 00 for goods delivered in February.
C) Mr. Weston, Account Department, Crowley and Bullock Ltd., 24 Hartley Lane, Real,
Kent, England D) Dear Sirs,
E) Brown & Co. Ltd., 34 River Boat Street, Hull HY4 VX
Tel. 38958745
18 April 2005

3. Find the English equivalents to the words:

[Toner, camounet, Ouier, OWJIeT B OIHY CTOPOHY, OWJIET Tyna u 0OpaTHO, AeTCKUi OweT, 6arax,
py4dHasdg KJadb, TM[NacnopT, OXpaHa, TaMOXCHHasd ACKIapalusd — 3allOJHATb TaMOXKCHHYHO
IeKJIapalfo, KOMaHIHPOBKA, OpOHHMpOBaHHWE — OpPOHUPOBATH, MOKYMATh, MEHSTh, IUIATHUTD,



MO3BOHUTH, MOATBEPAUTb, OTMEHUTh, PErUCTPALUs — MPOXOAUTh PErHCTPALUI0, HAYUHATBCA —
MPOJOJIKATBCS — 3aKAHYMBATHCA, MMOCAAKa, Pec ¢ Nepecaakoi, MpsAMONH peic, MOocagOo4HbIN
TaJIOH, MECTO Y OKHA, OTIPABJIEHUE, MPUOBIBATH, OCTABATHCS.

4. Translate these dialogues into English:
Accucmenm: - J1obpoe yTpo!
Mucc Mamenn: - [Jobpoe ytpo!
Accucmenm: - Mucrep Jxxon Xayspn?
Mucc Mamenn: - [1a. I xorena Obl 3HaTh, MOKET JIU MUCTEP XaydpHa MPUHSATh MeHs. MeHs
30ByT Maren.
Accucmenm: - Coxanero, HO MucTepa Xayspaa odeHb 3aHAT cerognsa. O Oynmer Ha
cOOpaHuM CerofHs AHEM, M Y HETO HECKOJIBKO BCTPEY BEUEPOM.
Mucc Mamenn: - He morau 661 Bbl Ha3HAUNTD BpeMst ISt MEHs?
Accucmenm: - Jla, xoneuno. S Tonpko mMOcMOTpr0 ero pacmucanme. Yersepr, 17.30, Bam
MOAXOAUT?
Mucc Mamenn: - Het. Boroch, s1 He CMOTY B 4eTBEPT.
Accucmenm: - Torna He cMoxkete Bbl mpuiit B moHenebHUK B 9 4acoB?
Mucc Marenn: - [la, 5TO BpeMs MHE NOAXOAUT
Accuctent: - Xopomwo. Toraa st Ha3Hauy Bam Ha 9 yacoB B moHeeNbHUK

5. Read the text and complete the sentences with the appropriate words and phrases given
in the box. filling a vacancy. References, candidate, position, interview, resume, job vacancies,
applica tion, short-listed, application form, employment agencies, apply, applicant

1. Many people looking for a job read about the (1) advertised in newspapers by companies
and (2) . Toreply to an advertisementisto (3)  forajob. Youbecomea (4)  oran (5)
. Youwrite an (6) __, or fill in the company™s (7) __, and send it, along with your (8)
and a covering letter. You often have to give the names of two people who are prepared to write
(9) _ foryou. If your qualifications and abilities match the (10)  youmightbe (11) _ ie.
selected to attend an (12)

6. IlepeBeauTe TEKCT YCTHO. BhInummnTe M3 HEro MpeJIOKeHHsI, B KOTOPBIX COAEP/KUTCA
caeaywumasa uHGopMaLus, H NepeBeIUTe UX MHCbMEHHO!

Functions of communication;

Non-Verbal means of Communication;

Smile in Russia in Britain and in the USA and its meaning

Answer the following questions: What forms of Communication do you know?
What does Paralanguage mean? Politeness manifests itself differently in different cultures.

Give the example of expressing politeness

Communication is a basic need of man. Nothing works without communication.
Communication provides information, helps make decisions, resolve conflicts, present problems,
makes knowledge available, provides relaxation. Whether oral or written, symbolic, nonverbal,
targeted, spontaneous, unconscious or passive: communication determines our lives. When
speaking, we communicate not only with words, but also through volume, rhythm and speaking
speed. These factors accompany the spoken and belong to the parasexual means of expression,
which can be interpreted culturally quite differently. For example, Englishmen feel that Germans
are easily aggressive because of their volume and intonation, Germans find Spaniards and
Italians "loud" and associate zank and quarrel with a conversation led for this "normal." We also
use our entire body when talking to others - for example in the form of gestures and facial
expressions (eye contact, smiles, hand movements). This body language, which can have
different meaning depending on the culture, is called nonverbal communication. In the Arab
world and in southern Europe, we attach great importance to firm, direct eye contact. In South
and East Asia, a direct view could be understood as intrusive or even hostile, intense eye contact
is considered intimidation for many Asians. If in Western cultures the smile is clearly associated



with kindness and courtesy, the smile for Japanese people is a gain in time, a not yet.

7. OdopmneHne pes3oMe, NHCbMa-3asBICHUS, MHChMa-yBEIOMIICHUs, MHUChbMa-3aIpoca.
Onpenenure, K KakOMy BHUAY AEJOBOTO JOKYMEHTAa OTHOCUTCSA MPEACTABJICHHBIM HIKE
OTPBIBOK

.................................................. We are a large record store in the centre of
Manchester and would like to know more about the CDs and DVDs you advertised in last
month’s edition of Hi Fi. Could you tell us if the products are leading brand names, or made
by small independent companies, and if they would be suitable for recording classical music,
games and video? We would appreciate it if you send us some s

BAPHUAHTBI OTBETOB: A) Letter of enquiry / request B) CV C) Memo D) Contract

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 I was a boy, my brother and I 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 I was
three years older than my brother, I 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.| 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 I 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 earall of which you must use to
truly listen. Listening is the first step in making dialogue effective.

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.

4 .....: Means that you stop your assumptions from interfering with your listening. You neither
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.

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

6 ......: When you are unclear about what someone means, you ask a question. In Dialogue the
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 ......: In dialogue, 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.

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 assumptionis, 1 ...... The authoritative
assumptionis, 2 ...... The self-serving assumptionis, 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.l

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

myself how smart T 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 1deal 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.

c¢) 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

. find another time for the meeting

. hold the meeting later

. hold the meeting sooner

. hold a longer meeting

. 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) I 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 I 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
1t.

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) I 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.

NN kWD

HpaKanecxne 3aJaHUd JJIF TEKYHIEro KOHTPOJId 3HAHMH CTYACHTOB-MAruCTpaHToB

3ananue 1.0npeaennrte, 03HAYAET JIH CJIOBO CTPAHY HJIH HALHOHAJBLHOCTb H MOCTaBbTe OyKBbI U ‘C’
(‘country’)usu ‘N’ (‘nationality’).

1 Greek 6 China

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

2./lonoJIHHTE PEJIOKEHHs] CJIOBAMH H3 PAMOYKH
| short/ heawy /big/ early /long / fast |
Hampuwmep: 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 I Last week, he talked for four hours!
5 Jane’s report was too . It didn’t give nearly enough information.




3. lloaGepuTe BoIpaxeHUus1 U3 JBYX CTOJIOHKOB H 00pa3syiite ¢pasbl, HApUMED:
__¢__tothe cinema on Friday night.

a) I often play 1 tothegym.

b) I never listen 2 ____golf on Saturdays.

¢) 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) Idon’like going
9.IlonGepuTe 0TBETHI K BHICKA3bIBAHHSAM

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:
6 A: See you later.
B:

3ananue 9.BriOepuTe HY)KHOE CJIIOBO U3 PAMKHU U 3aTIOJHUTE 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 Nel0

Test 1Public 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.

1. 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?

o oa oo

Talk to the person asking the question.

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.

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.

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.

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

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

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
make the event more successful and establish
yourown3 ... .

An4 ... serves two purposes:

1. Tt acts as a bridge, a 5 ... from one part
of a meeting to another. It gives the
audience time to make a mental and
emotional 6 ... .

2. It prepares people for the speaker,
heightening their sense of openness and
7....

Your task is to introduce the speaker, not to

B transition

C preparation

D anticipation

E gatherings

F professionalism
G shift

H spotlight




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 sufters 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 I 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 ............. 'in 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 1f it looks good, we develop our own

versions of the product. We usually test our offerings in focus ............... Sbefore ...............

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 ............. 7 and retail
................ ¥ we are going to use. In the early stages, when the market is growing fast, it can be
quite .................. ®: 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
................... 12 Of course, we try to be among these surviving companies, preferably number one
or number two in the market.

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

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

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

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

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

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

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

10 a) stability b) stable ¢) 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.

Metro tried to buy Wertkauf, butwas ................ (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 costsand ...............
(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 Heis a skilful politician who has ................. (manoeuvre) his rivals.

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

(9%

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 ¢) consider d) make
3) anidea

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

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

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

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

9. Choose the best alternative from the words in brackets.






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

Sam Oh, hello. '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!

3ananue 2. Ilpountaiite Tekct Legal education u nepenaiite kpaTkoe coiep:kaHre Ha aHIIMICKOM
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.

3ananue 3. CocraBbTe aHHOTALMIO K cienyroieMy TekcTy:Legal education

3ananue 4. Iloarorossre Mpe3eHTaLNIO CBOEH HAYYHON CTaTbU MIIU IOKJIaa, UCIOJb3Ys
HuxenpuseneHHbIE BBIPAXKCHUS

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... I have divided my report into two parts. First, [ 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, I 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.IIpounraiite TekcT Speaking on Public u mepenaiiTe kpaTkoe conepkaHue Ha
AHTJIMHACKOM 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.

3ananue 6.0TBeTETE HA BOMPOCHI IO CONIEPIKAHUIO TEKCTA:

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?

22. IIpounTaiiTe TEKCT HA PyCCKOM SI3BIKE U MEPEJANTe €ro COAEpKaHNUE HA AaHTVIMICKOM U
HA00O0POT.

23. ComocTaBbTe aHTIIMHCKOE (PYyCCKOE) CIIOBO MJIH BBIPAXKEHUE C €0 MEPEBOIAOM.
24. IlocTaBbTe BONPOCHI K JaHHBIM MPEAJIOKEHUSIM.

25. CpenaiiTe JaHHBIE MPEAJIOKEHUS OTPHULIATSIbHBIMU.

26. BcraBbTe MpONyLIEHHBIE CJIOBA B AAHHBIN TEKCT.



3ananue Ne7 IIpouuraiite u nepeseaute TekcTRESUME

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.

3ananme 8. Onpenenure, Kakue U3 HIDKENIEPEUNUCIEHHBIX THKTOB MOT'YT OBITh HanOoee
npuromnbivu u1st CV (T. 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 2Business Dialogue

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

That’s a contradiction in terms. When 1 was a boy, my brother and I 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 I 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.” 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.

ao 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 I 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 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.

4 .....: Means that you stop your assumptions from interfering with your listening. You neither
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 assumptionis, 1......
e The authoritative assumptionis, 2 ......
o The self-serving assumptionis, 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 “Tknow 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 I

2

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

2.
3.
4,
a)

b)

d)

Look for ways of “expanding the pie”.

Be ready to explore as many variables as possible.

Know your minimum acceptable offer.

Start with easier points and leave the difficult ones for last.

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.

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.

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)

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



4) USA intimidate the speaker.
5) Spain ¢) Remember that the O K. gesture is considered obscene.
6) 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.

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 I send it?

b) Can you read this report before I 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?

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



3. IlepeyeHb KOMNETEHUMH H HHAHKATOPOB HX J0CTH/KEHHSI, OITHCAHHE KPUTEPHEB
OLICHUBAHMS KOMIIETeHUUH NPeJCTABJISAOTCS B Tadauune

Ko xommeTeHIMH,

YpoBHE OCBOCHHS KOMICTCHINH

WHIUKATOPBI ITpoaBuHyTHIH bazossrit IToporoserit He ocBoenst
JOCTHKCHHUS KOMIICTCHIIMN
xomnetenuuu (MJIK) «OTIHYHO» «XOPOLIOY «yIOBIETBOPUTEIBHOY | HEYJOBICTBOPHTEILHOY
«3AUTCHOY «HC 3QUTCHOY
VK 4.1 3HAeT - COBPEMCHHBIC | YMEET - BEIOHPATh U HE 3HAET COBPCMCHHBIC
BriGupacT Ha KOMMYHHKATHBHBIC KOPPEKTHO KOMMYHHUKATUBHBIE
rOCYIapCTBCHHOM M TEXHOIIOTHH, B TOM HCTIOJIL30BATh TEXHOJIOTHH, B TOM YHCJIE
WHOCTPAHHOM (-bIX) HHCTIC Ha COBPEMCHHBIC Ha WHOCTPAHHOM(BIX))
HHOCTPAHHOM(BIX)) KOMMYHHKATHBHBIC
SI3BIKAX SI3BIKE(ax), JIS
SI3BIKE(AX), TEXHOJIOTHH, B TOM
KOMMYHHKATHBHO LT AKATCMIECKOT0 | Mmcie Ha aKaICMHUICCKOTO u
MPUEMIIEMBIE CTHIIN ¥ TPO(IECCHORATBHOTO | MHOCTPAHHOM(BIX)) npoq)eccnf)Haanoro
JICTIOBOTO ODIICHUS, BAMMOICHCTBHS: sBIKE(aX), B3aNMOJCHCTBHS,
B€p6aHLHbI€ u (I)YHKI.[I/IOH":IJ'H)HBIG oI AKAACMHYCCKOTO H KOMMYHHUKATUBHO
HEBEPOAIbHBIC crunn, BepOaabHbIC H | TPO(ECCHOHATBHOTO MPUCMIICMEBIC CTHIN
cpeacTaa HeBepOaIbHBIC B3aNMOJCHCTBI, JIETOBOTO oOLIEHH S,
B3aUMOJEUCTBUS C CpeacTea YUHTHIBATE OCOOCHHOCTH BepOaTbHBIC U
HapTHEPAMH. NPO(ECCHOHATLHOTO | CTHILA . B | mesepGambHBIE CpeacTBa
WJIK-4.1 B3aHMOJICHCTBH, po(eCCHOHANTBLHOH B3AHUMOICHCTBHS c
MPaBHIIA KOMMYHUKAIIH,
BriOupaet Ha . MapTHEPAMHL.
npodeccroHaIbHOM KYJIBTYPHO MPHEMIICMO
FOCyIapCTBCHHOM U STHKH  YCTHOTO W | BSCTH JIENIOBBIE
MHOCTPAHHOM (-bIX) THCHMEHHOTO IIEPETOBOPHI B TPOIIECCE
A3BIKAX B3AaMMOIEHCTBHA  C | MPOQECCHOHATBLHOrO
KOMMYHHMKaTHBHO napTHEPaMu H | B3aUMOJCHCTBHA Ha
MPUCMIICMBIC CTHTH COILIMOKY JIbTY PHBIC rOCYAAPCTBEHHOM d
JCIOBOTO OOIICHMS, pasmmausa HHOCTPAHHOM (-bIX)
BEepOATLHBIC U mpoh)eCCHOHATTLHOH SI3BIKAX
HCBCPOATBHBIC KOMMYHHMKALMM  HA
cpeacTBa TOCYJAPCTBEHHOM U
. HHOCTPAHHOM  (-BIX)
B3aUMOICUCTBHUS C
SI3BIKAX
MAPTHCPAMH.
NJIK-4.2 3HACT SI3BIKOBBIC | -HCIOJIb30BATh He 3HAeT  S3BIKOBHIC
Hcnoassyer cpeacTtaa a1s1 | MHGPOPMAIHOHHO- cpeacTtaa JISL
UH(OPMAILHOHHO JTOCTHKCHHS KOMMYHHKATIMOHHBIC JOCTHKCHHS
KOMMYHHKAITHOHHBIE poECCHOHATBHBIX TeXIéonorHH TIpH MOUCKE | 1y heccHOHATEHBIX
. HEOOX0TUMOH .
TEXHOJIOTHH TIPU cacl HAa PYCCKOM ere  Ha CCKOM
5 p o 1 Py > | mHpOopMaHH g | Py i
TTOUCKE HEOOXOIMMOH poIHOM M| ipomecce pemerms | POAHOM u
nH(OPMALIUH B HMHOCTPaHHOM(BIX) PA3THIHBIX MHOCTPaHHOM (bIX)
MPOIICCCE PEIICHHUS SA3BIKE(aX) B PAMKAX | koMMyHHKATHBHBIX a3pIKE(aX) B paMKax
Pa3TUYHBIX MCKITUIHOCTHOTO U | 3anmau Ha | MCKITMIHOCTHOTO u
KOMMYHHKATHBHBIX MEXKKYJIBTYPHOTO TOCYIAPCTBEHHOM H | MEXKKYJIBTYPHOTO
3a1a4 Ha OOLICHUS HHOCTPAHHOM (-pIX) | OOIICHMUSL.
FOCYJapPCTBEHHOM U A3BIKAX.
WHOCTPAHHOM (-bIX)
SI3BIKAX
UJIK-4 3. - BCCTH [ICIOBYIO -He 3HaeT
Bener nenosyro HCPCTHCKY, YIUTHIBAL OCOOCHHOCTH ~ CTHIIMCTHKH
MEPENUCKY, YUUTHIBAS 0COOCHHOCTH o(uuHaTbHBIX "
OCOOCHHOCTH CTHUIIMCTHKH HEO(DHIHAIBHBIX TTHCEM,
O(PHIIHATTHLHBIX H -
CTHITHCTHKI (uu COLHMOKY TbTYPHBIE
HEO(DHIMABHBIX TIHCEM, | pa3IHYMs B (opmare
o HULHATTEHBIX H
COLIHOKYJIBTY PHBIC KOPPECIIOHACHITHH Ha
HeopUUMATBHBIX pasmmst B (popmare




MTHCEM,
COLIUOKYJIbTYPHBIC
paznmums B popmare
KOPPECIOHACHLINH Ha
TOCYIAPCTBCHHOM H
HWHOCTPAHHOM (-bIX)
A3BIKAX

KOPPECIIOHICHIIMA HA
rOCyAapCTBEHHOM U
HHOCTPAHHOM (-bIX)
SI3BIKAX

TOCYJAPCTBEHHOM H
HMHOCTPAHHOM (-bIX) S3BIKAX

NIK-4.4. -BBITIOJTHATE NICPCBO | HE 3HAeT
VYmeer AKAIEMHUUCCKUAX U CocoOb MPOBCACHHUS
KOMMYHHKATHBHO W npo(HECCHOHATBHBIX YCTHBIX ACTOBBIX
Ky TBTYPHO TEKCTOB G MEPETOBOPOB B TPOTIECCE
MIPUEMJICMO BECTH WHOCTPAHHOTO (bIX) HA npoq)eccn9 HAITTBHOTO

- B3aHUMOACUCTBHUA HaA
VCTHBIC JICTTOBBIC rOCYAAPCTBCHHBIN TOCY TAPCTREHHOM "
PasroBophl B A3BIK. HHOCTPAHHOM (-BIX) A3BIKAX;
nponecce TEXHUKY IepeBoaa
Mpo)eCCHOHATBHOTO AKATICMHYCSCKHX u
B3aUMOJCUCTBHS  Ha mpo(HECCHOHATBHBIX
TOCYIAPCTBCHHOM U TCKCTOB C HHOCTPAHHOTO
MHOCTPAaHHOM  (-BIX) (bIX) HA TIOCYIAPCTBECHHBIH
SI3BIKAX. SI3BIK
KOMHeTeHLII/IH 0COOCHHOCTH HCIIOJIb30BATh HE 3HaeT OCOOCHHOCTH
OIIK 8 ICAArOruucCKOM COBPEMEHHEBIE MPOEKTUPOBAHUA
Criocoben ICATCIBHOCTH, CICIUATBHBIC e JArOru4ecKoi
MIPOEKTHUPOBATD TpeOOBaHUA Hay4IHBIC 3HAHWA W | neqTeIbHOCTH OCHOBE
MEJArOTHICCKYIO cyOBeKTAM PC3yIbTaTHI CHELMAIBHBIX  HAYYHBIX
JACATCIBPHOCTh Ha MEAArOTHICCKOM UCCNICIOBAHUHE st 3HAHUI;
OCHOBE CIICITUAJIBHBIX JOCATCIbHOCTH, BbI60pa MCTOOAOB B Tpe6OBaHI/IH K cy61,eI<TaM
Hay4HBIX 3HAHUN U pe3yabTaTsl [CarOTHYCCKON MEAArOrUIe CKOH
pe3ynpTATOB HAY9IHBIX ACATCIPHOCTH. JCATCIBHOCTH,
HCCIIE JOBAHUHI HCCICA0OBAHAN PE3YIBTATHI HAYYHBIX
HJIK 8.1 chepe uccaeaoBanuil B cepe
3HaeT  OCOOEHHOCTH e JAroru4e cKoi 1€ AT OTHICCKOM
MCIArOrHIeCKON JCATCILHOCTH. JCATCILHOCTH.
JCATCIBHOCTH,
TpeOOBaHUs K
cyOBbeKTaM
CAArorudcCKoi
JCATCIBHOCTH,
PE3VABTATH HAYIHBIX
HUCCICIOBAHUN B
chepe
ICAarorudeCcKoi
JCATCIBHOCTH.
MUK -8.2.
VMeeT HCmoas30BaTh
COBPCMCHHEIC
CTICITHATBHBIC
HAyYHBIC 3HAHUI W
PE3VABTATH

HCCIICTOBAHUN Pagy 64
BHIOOpPA METOAOB B

CAarorudcCKoi
JICSTCIBHOCTH.

MK -8.3
Baagcer meromamu,
tdopmamu "

CpSACTBAMH







8.4. llepeyenb NHPOPMALMOHHBIX TEXHOJOTHH H MPOrPAMMHOI0 00ecnedeHus

Jns ocymiectBieEnss 00pa30BaTENbHOrO IMpoLecca MO AMCUUIUIMHE HEOOXOAMMO HCIIOJIb30BaHHE
CJIEAYIOIIETO JINLEH3UOHHOTO M CBOOOIHO PACHpPOCTPAHSIEMOro MPOrPaMMHOTO OOECHeHYeHHs, B
TOM YHCJI€ OT€YECTBEHHOIO MPON3BOCTBA.

YHuBepcutrer oOecredeH  HEOOXOAMMBIM  KOMIUIEKTOM  JIMLEH3HOHHOTO W CBOOOIHO
PacIpOCTPAHSIEMOTO MPOrPaMMHOTO 00ECIIEYEeHUs], B TOM YHCIIE OTEUECTBEHHOTO MMPOU3BOACTBA!
Omnepauuonnsie cucrembl Windows 7, 10.

MSOffice 2007/2010.

Apxusatopsl: WinRar, WinZip

AnTHBHUpYCHBIE cpencTBa: Kaspersky

IIporpammel nist pabotsl ¢ uzodpakennem: AcrobatReader

IIporpammsel miast padotsl ¢ Internet u snexktponHON mouroit: Opera, Microsoft Internet  Explorer,
Google chrome, Mazilla FireFox

9. MATEPUAJIBHO-TEXHUYECKOE OBECHEYEHUE JUCHUIIJINHBI

Jlnst ocymiecTBieHHss 00pa3oBaTENbHOrO MpoIecca IO AUCLUILIMHE HEoOXOomnMa CleqyroIast
MaTepHalbHO-TEXHIUECKas 0as3a;

1. CHeLII/IaJ'IbHO O60py,[[OBaHHa$I MYHBTHMGI[I/IP'IHBIMI/I ACMOHCTPALIMOHHBIMH KOMILICKCaMH
JIEKLIMOHHASL ayAUTOPHSI;

2. OkpaH;
3. MyapTUMeAUNHHBINA TPOEKTOP
4. Hoytbyk.

10. METOJIMMECKHUE YKA3ZAHUS JJIS1 OBYUATIOLINUXCS IO
OCBOEHUIO JUCHUTIIAHBI

[Ipuctynas K HM3y4YEHHIO IUCLUIUIMHBL, OOYYarOIUMCS LenecooOpa3HO O3HAKOMUTBECS C ee
paboueli mporpamMMol, y4eOHOH, Hay4YHOH W METOAMYECKOH JIUTEPaTypOll, HMEIOIEeHCs B
OubnMMoTeKe YHUBEPCUTETA, & TAKXKE C TPEASIaraeMbIM NIEPEUHEM 3a1aHUH.

Pexomenoayuu no no0zomoske K NPaKmu4ecKum 3aHamuim

B xome mOATOTOBKM K NMPAaKTHYECKHM 3aHATHSIM HEOOXOIMMO HM3YYHTb OCHOBHYIO JIUTEPATYpY,
O3HAKOMHUTBCS C JOIOJIHUTENbHOH JHUTEPAaTypOi, HOBBIMH NYOJHKALMSAMH B TEPHOAUYECKHX
W3aHUAX . )KypHaJax, raserax u T.4. [Ipy 5TOM BaykHO yYHUTBHIBATH PEKOMEHALIUN NIPENOAABATENS U
TpeboBaHusi y4eOHOW mporpamMmbl. BaskHO Takke OMUPATbCS Ha KOHCIEKTHI JieKuuid. B xome
3aHATUS B)KHO BHUMATEJBHO CIYIIATh BBICTYIICHHUsI CBOMX OJHOKYpCHUKOB. IIpn HeoOxoaumocTu
3a/aBaTh UM YTOUYHSIOIIHNE BOMPOCHI, AKTUBHO YYaCTBOBAaTh B OOCYKIEHUH M3y4aeMbIX BOIPOCOB.
B xone cBoero BBICTYIUIEHHS LETECOO0Pa3HO UCIIONb30BATh KaK TEXHUYECKHE CPencTBa 00ydeHus,
TaK U TPAIULMOHHBIE, TO €CTh JOCKY U MeJl (MPU HEOOXOANMMOCTH).

Opzanuzauus eHeayOUumopHoil 0eamelbHOCHU 00y alouuxcs

BreaynuTopHas neATENbHOCTb OOyYaroIEerocss IO JaHHOH AWCLUUIUIMHE —IPENIojiaraeT
CaMOCTOSITENIbHBI MOUCK HMH(GOpPMAIK, HEOOXOIUMOMN, BO-TIEPBBIX, [UIA BBINOJHEHUS 3aJaHHN
CaMOCTOSITENTbHON paboThl (MHBApPUAHTHON M BapMATHBHOW HYacTel) M, BO-BTOPBIX, MOATOTOBKY K
TEeKyLIeld U NMPOMEXYTOYHON aTTeCTaluu. Y CIIeIIHAsi OPraHU3alusl BPEMEHHU 110 YCBOEHUIO JAHHON
IVCLUTUIMHBI BO MHOTOM 3aBUCHT OT HAJIMYMA y OOYYarOIerocst yMeHHsI CAMOOPTaHU30BaTh ceOst 1
CBOE BpeMsl AJIs BBINOJIHEHUS MPEAJIOKEHHBIX AOMAIIHUX 3aJaHUN.

Iloozomoexka k 3auemy (Ik3ameny)B mporecce MONTOTOBKM K 3aueTy OOydYaroLiemycs
PEKOMEHIyeTCsl TaK OpraHu30BaTh CBOKO yuedy, dTOObI BCe BHABI padOT U  3amaHMI,
npeayCcMOTpeHHbIe padouell mporpaMmoi, ObUTH BBITIOJHEHBI B CPOK. OCHOBHOE B MOATOTOBKE K
3a4eTy - 3TO MOBTOPEHHE BCEro MaTepuana ydeOHOH NUCUMIUIMHBL B OHM MOATOTOBKH K 3a4eTy
HEoOXOonMMO M30eraTp 4pe3MEepHON meperpy3ku yMCTBEHHOW paboToH, uepenysh TPyA W OTABIX.
IIpn moaroTroBke K crave 3auera crapaiitech BeCb 00beM pabOoThl pachpenessiTh PABHOMEPHO IO
IOHSIM, OTBEJEHHBIM MJI1 MOATOTOBKM K 3a4eTy, KOHTPOJUPOBATh KAXAbI JEHb BBIOJIHEHUS
padotel. Jlydmie, ecnm MOXHO mepeBbINONHUTE TuiaH. Torma Bcerma Oyner pesepsB Bpemenu. llpu
MOATOTOBKE K 3a4eTy LeJIeCO00pa3HO MOBTOPATH MPONUIACHHBIN MaTepHal B CTPOTOM COOTBETCTBHU



¢ yueOHOI mporpamMmoii, MPUMEPHBIM MepeuHeM YUeOHBIX BOMPOCOB, 3aIaHHI, KOTOPBIE BBIHOCATCS
Ha 3a4€T U COIEPIKALIUXCSA B JAHHON MPOTrpaMMme.

11. CIIEHNUAJIBHBIE YCJIOBUA 1JI HHBAJINAOB U JINIL C
OI'PAHUYEHHBIMHU BO3ZMOXHOCTAMU 310POBbA

IMon cmenwanbHBIMH YCJIOBUSIMH ISl TOJyYeHHs: 00pa3oBaHUs OOyYaroIuxcs ¢
OTPaHUYEHHBIMH BO3MOXHOCTSIMHM 3/I0POBBSI TIOHHUMAKOTCS YCIIOBHUsSI OOyYEHHUs, BOCIUTAHHUS U
pa3BUTHs TAaKWUX CTYJEHTOB, BKJIIOYAIONINE B Cce0s HCMOJb30BAHME TMPH HEOOXOAMMOCTU
allanTUPOBAHHBIX 00Pa30BATENbHBIX MMPOrPAMM U METOMOB OOyUYEHHS U BOCITUTAHMSI, CIIEIMATbHBIX
yueOHHUKOB, Yy4eOHBbIX MMOCOOMH W AMIAKTHYECKHUX MATEPUANIOB, CIEIHANbHBIX TEXHHYECKUX
cpenctB OOydYeHHUs] KOJJIEKTMBHOI'O W WHIMBUAYaJbHOTO TMOJIb30BAHUS, MPEIOCTABICHHE YCIYyT
accucTeHTa (TMOMOIIHKMKA), OKa3bIBAOIIEr0 HEOOXOAUMYKO MOMOIb, MPOBEACHUE TPYIIIOBBIX U
WHIUBUAYAIBHBIX KOPPEKI[HOHHBIX 3aHATHH, oOecriedeHHe AOCTyNa B 37aHHs By3a W APyTHeE
yCIOBHsL, 0€3 KOTOPBIX HEBO3MOXHO WJIHM 3aTPYJHEHO OCBOEHHE OOpa3OBaTENbHBIX MPOTrpPaMM
00yH4arIuXCcst ¢ OrPaHHYEHHBIMH BO3MOKHOCTSIMH 3I0POBBSI.

OOyvyenne B paMkax y4eOHOH IHCUMIUIMHBI OOyHYAIOIUXCS C  OrFPaHUYEHHBIMU
BO3MOJKHOCTSIMH ~ 37I0POBBbSl  OCYIUECTBJSIETCSI C YYETOM OCOOEHHOCTeH TMCHXO(U3HUECKOrO
Pa3BUTHSI, HHIUBUAYATbHBIX BO3MOKHOCTEH U COCTOSIHUS 37I0POBbSI TAKHX O0YYarOIIHX CS.

OOyuenne mo yueOHOH AMCHUIUIMHE OOYYAIOIIUXCS C OrPaHHYEHHBIMH BO3MOKHOCTSIMH
3I0POBBSI MOKET OBbITh OPraHHW30BAHO KAaK COBMECTHO C JAPYTHMH OOYYarOIMMHCS, TaKk H B
OTAENbHBIX MPYIIax.

B nessix moctynHOCTH 00y4YEHHSI [0 JUCLUTLIHMHE 00€CIIEYNBAETCS

1) nnst UL ¢ OTPaHUYEHHBIMU BO3MOKHOCTSIMU 37IOPOBbSI IO 3PEHHIO

- HaJIMYKe albTEpPHATHUBHON BepCHU OQUIIHANBHOTO caiiTa MHCTUTYTA B ceTu «MHTepHeT» mis
c1a00BHIAIINX;

- BECh HEOOXOIUMBIH JIJIsl H3YUEHHsI MaTEPUaJl, COTIACHO y4eOHOMY TUTaHy (B TOM YHCIE, IS
00yH4arIuXCcs MO UHANBUAYAJIbHBIM Y4eOHBIM IJIaHAM) TIPEIOCTABIISETCS B DJIEKTPOHHOM BUIE Ha
TIVICKE.

- UHAMBUAYAJIBbHOE PaBHOMEPHOE OcBelenne He Mmenee 300 ok,

- IPUCYTCTBHE aCCUCTEHTA, OKA3bIBAIOLIETO 0OyUaroIeMycsi HeOOXOOMMYI0 TIOMOIIb;,

- obecrieueHre BO3MOYKHOCTH BBIMYCKA aJbTEPHATHUBHBIX (HOPMATOB MEUATHBIX MaTEPHANIOB
(xpynHbIH pudT MM ayauodaiier),

- obecrieueHne HOCTyna OOy4aroIerocs, sIBJSFOLIErOCs CIENbIM M HCIIONb3YIOIero codaky-
NPOBOJHHKA, K 3[JAaHUI0 UHCTUTYTA.

2) anist UL ¢ OTPaHUYEHHBIMUA BO3MOXKHOCTSIMH 37I0OPOBbSI IO CIIYXY

- Hanmu4re MUKPO(GOHOB M 3BYKOYCHJIMBAIOLIEH ammapaTrypbl KOJUIEKTHBHOTO TMOJIb30BAHUS
(ayIMOKOJIOHKN),

3) miast AUl ¢ OrPaHUYEHHBIMH BO3MOHOCTSIMU 370POBbS, MMEIOIIMX HAPYIIEHHS OMOPHO-
JIBUTATENILHOTO  ammapara, MaTepPHabHO-TEXHUYECKHE  YCJIOBHS  JOJDKHBI  O0ECTeYrBaTh
BO3MOKHOCTh O€CHpensATCTBEHHOrO MOCTyMa OOyHYarolMXCcsi B y4eOHbIE MOMEIIEHHUsS, CTOJIOBBIE,
TyaJieTHbIE U JPyrHe MOMEIIEHUsT OPTaHU3alMK, a Tak:Ke MPeObIBAHUS B YKa3aHHBIX MOMEINEHHSIX
(HajMuue MaHAyCOB, MOPYYHEH, PACIIUPEHHBIX ABEPHBIX MPOEMOB U APYTHX MPUCTIOCOOTEHUI).

[lepen Hauanmom OOy4eHHS MOTYT MPOBOIAWTHCS KOHCYJIBTATHUBHBIE 3AHSITHS, MO3BOJISIOIINE
CTy/IEHTaM C OTPaHUYEHHBIMH BO3MOXKHOCTSIMU aIalITHPOBATLCS K Y4eOHOMY MPOIIECCY.

B mpouecce Benenust yueOHOM AUCUUIUIUHBI PO ECCOPCKO-TIPENOAABATEIBCKOMY COCTaBY
PEKOMEHIYeTCsl MCIMOJIb30BaHHE COLMANbHO-aKTUBHBIX U Pe(IIeKCUBHBIX METOIOB OOy4YeHWs,
TEXHOJIOTUH COLMOKYJBTYPHOH peabuiINTaluy C LEeNbI0 OKa3aHUs MOMOIIN OOydaroluMCcs C
OTPaHUYEHHBIMH BO3MOJKHOCTSIMU 3[0POBbSl B YCTAHOBJIEHHH IMOJHOUEHHBIX MEKIHYHOCTHBIX
OTHOIIEHHI ¢ APYTMMH OOYYaroIuXxcs, CO3MaHUH KOM(POPTHOrO MCHUXOJOTHYECKOTO KIIMMaTa B
y4eOHOM rpymre.



OcobeHHOCTH TIPOBENEHHs TEKyLIeH W MPOMEXYTOYHOW aTTeCTalUU 1O TUCLHILIHHE IS
o0y4armuxcss € OrpaHUYCHHbIMH BO3MOKHOCTSIMH 3/I0POBBSl YCTaHABIUBAIOTCS C yYETOM
UHIMBUAYAJIBHBIX TICHXO(QU3MIECKIX 0COOEHHOCTEH (YCTHO, MMCbMEHHO Ha Oymare, MUCbMEHHO Ha
KOMIIbIOTEpE, B (opMe TecTHpoBaHUs M npyroe). llpu HEOoOXOIUMOCTH MNpPenoCTaBIsSIeTCs
TOTMOJHUTEIBHOE BPEMsI ISl TOATOTOBKH OTBETA HA 3a4eTe.

ABTop(BI) pabouei mporpaMmbl TUCHHUILTHHBI (MOIYJIS):

TOLEHT Kadeapbl aHTITUICKOTO sI3bIKa, K.(). H. Sposa A.P.









