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(HarpaBsieHHOCTb (TIpodusib) TporpamMmbl  OakanaBpuaTa - «IlcuxoJsioro-megarorudeckoe
obpa3zoBaHue», hopMa 00yUeHUs] — OUHO-3a0UHas).

Pabouasi mporpaMMa AMCLMITUIMHBI COCTaB/IeHa HA OCHOBaHWH (hefiepaslbHOTO rOCyapCTBEHHOTO
oOpa3oBaTe/IbHOrO CTaHJjapTa BBICIIEro 00pa30BaHUs M0 HAIpaB/eHUIO MOAroToBKU 44.03.02
[Ncuxonoro-negaroruueckoe obpa3oBaHue (ypoBeHb OakasaBpraTa), yTBEP)KAEHHBIM MTPUKAa30M
MunucrepcTBa o6pa3zoBanus v Hayku PO ot 22.02.2018 1. Ne 122 (GT'OC BO 3++).

Pabouasi mporpaMma JUCLIMIUTMHBI pa3paboTaHa C yuéToMm paboueli mporpamMMbl BOCITUTAHUS,
KaJleHJJapHOT0 TlaHa BOCITUTATeMbHOW paboTbl MIHCTUTYTA, YTBEP)KIAEHHBIX HCIIOJHUTETHHBIM
aupekTopoM MHcTUTyTA.

Pabouass miporpamMMa AMCLMIUIMHBI B aKTya/lbHOM peJakLM{d pacCMOTpPeHa Ha 3acelaHuu
Kadenpol «Ilcuxonoru M TyMaHUTApHBIX [UCLUIUIMH» (TpoTokon Ne2 ot 12.03.2025),
onobpeHa Ha 3acefiaHuM YuéHoro coBera (mporokon Ne2 ot 20.03.2025 r.) u yTBepKzaeHa
WCTIOJTHATEIbHBIM ~ AiipeKTopoM  OOpa3oBaTe/lbHOTO  YAaCTHOTO — YUPEXK/AEHUSI  BBICIIETO
obpasoBanusi «MOCKOBCKUM HWHCTUTYT TpodeccroHanbHoro obpaszoBanusi» (OAHO BO
«MWUIIO») 20.03.2025 .
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1. HameHoOBaHue U 11e/1b 0CBOEHUSA AUCLHUILIAHBI

YuebHast gucLWIUIMHA «/leoBOM WHOCTPaHHBIA S3bIK» H3ydaeTcsi O0yJaroIIMICH,
OCBauWBarOIMMKU obOpa3oBareibHYI0 TIporpamMmy «IICHX0I0oro-mearoruueckoe COIPOBOXK/IEHHE
oOpa3oBaTeslbHOTO — TIpollecca» B COOTBeTCTBMUM ¢  DesepanbHBIM  TOCYAAPCTBEHHBIM
obpa3oBaTe/slbHbIM CTaHJAPTOM BBICIIIEr0 0Opa30BaHMs T10 HarpaB/ieHUI0 TIOAroToBKU 44.03.02
INcuxomnoro-nefarornyeckoe obpasoBaHre (YpoBeHb 0OakasiaBpuara), yTBepKIe€HHBIM ITPUKAa30M
MunucTepcTBa 00pa3oBanus M HaykKu PD ot 22.02.2018 1. Ne 122 (PI'OC BO 3++).

OcHoBHasi Lleflb M3y4yeHUs: yueOHOW JUCLMIUIMHBI - OB/IafieHHe CTYZeHTaM{ OCHOBHBIX
HaBbIKOB aHIVIOSI3bIYHOW peueBOM JiesiTe/IbHOCTU (TOBOpeHUe, ayiMpOBaHKe, YTeHWe U TTMCbMO) B
TUTMWAYHBIX CUTyalUsIX 1e/I0BOM KOMMYHUKALIAU.

3ajaum:

- pa3BUThb HAaBBIKM YCTHOW [leJIOBOM KOMMYHHMKAaLUM [JJi1 3(Q@eKTUBHOTO yuacTusi B
Me>XKYHapO/HBIX OHJ/IaliH-CeMHUHapaX, CeTeBbIX CECCUSX U TPYIIOBBIX 00CYKIeHUSIX.

- OCBOWTH 0a30BYIO JIEKCHKY W K/HWIIe [ BeJeHHs TPOTOKOJIOB BCTPeY, COCTABJIEHUS
KpaTKMX OTUYETOB O Iporpecce KjaueHTa (/11 MeXIUCLUIUIMHAPDHONW KOMaH/bl C MTHOCTPaHHBIMU
CrierjuaarMCTaMy) U HalMCaHUs KPaTKUX PeKOMeH/aTe/IbHbIX ITHCEM.

W3yueHne yueOHOW /[AWUCLMIUIMHBI HarpaB/eHO Ha TMOJATOTOBKY OOydYaroluxcsi K
OCYILIeCTB/IEHUIO TPO(eCcCUOHANbHOU [1eATeIbHOCTH B COOTBETCTBUM C MPO(eCcCHOHaTbHBIM
cra"gaptom «Ilegaror-ricuxosor (ricuxosor B chepe o6pa3oBaHuUsl)», YTBEPKAEeHHbBIN MMPUKa30M
MuHucTepcTBa TpyAa M conuanbHOW 3amuthl Poccuiickorr ®epepaiuu ot 24.07.2015 Ne
514H.)», BBIMONMHEHUIO 00001[eHHOW TpyoBoM GYHKIMM  «IIcuxosoro-Tmiefaroruueckoe
COTIPOBOKZIEHHe 00pa3oBaTelbHOrO Tporiecca B 0Opa3oBaTelbHBIX OpraHU3aLusx ooirero,
npodeCCUOHANILHOTO U IOTIOJTHUTE/IbHOTO 00pa30BaHusl, COTMPOBOXKJEHWe OCHOBHBIX U
JOTIONTHUTE/TBHBIX 00pa30oBaTe/TbHBIX TIporpamMm» (Ko A).

2. MeCTO JUCHUIUIAHBI B CTPYKTYpe 00pa3oBaTe/IbHOM MPOrpaMMbI

HOucturuiiHa  «/1eIoBOM  MHOCTpPAHHBIM  SI3bIK» OTHOCUTCS K 00si3aTeNbHON 4YacTH
mporpamMmbl  OakanaBpuata 1o  HampaBieHuro  44.03.02  Ilcuxosoro-miefaroruyeckoe
obpa3oBanue. Peamm3yercs B pamkax bsioka 1 JJuciruivHel (MogyIn).

3. Ilnanupyembie pe3y/IbTaThl 00yUeHUsI M0 JUCLHUIIHHE, COOTHECEHHbIE C
IJIAHUPYEeMbIMH pPe3y/IbTaTaMHU 0CBOEHHs 00pa30BaTe/IbHOM NMPOrPaMMbI

B pe3ynbraTe OCBOEHMS JUCLIMIUIMHBI OOyuaroIuiics Mo mporpamMme OakajaBpuarta
JI0JDKEH OB/aJleTh:

YK-4 Cnoco6eH ocyujecme/isimb 0e/108y10 KOMMYyHUKAYUI0 8 yCMHOU U nucbMeHHOU ¢popmax
Ha zocydapcmeeHHOM si3biKe Poccutickoti @edepayuu u uHOoCmpaHHOM(bIX) si3biKe(ax)

YK-4.1 Bbicmpaueaem 0es108yl0 KOMMYHUKAUYUl0 6 C€OOMeenmcmeuu ¢ cucmemoli HOpM
PYCCKO20 /iumepamypHo20 s13bIKa U HOpmMamu UHOCMPAHHO20 (-bIX) sA3bIKa (-08)

YK-4.2. Ce0000HO eocnpuHumaem, aHajausupyem u KpumuyecKu oyeHueaem YCIMHyi0 U
nucbMeHHYI0 0e/108y10 UHGOpMayulo HA pyCCKOM U UHOCMPAHHOM(-bIX) si3biKe(-ax)



Il1anupyemble pe3y/IbTaThl 00yUeHHsI M0 JUCIUIUINHE

®dopmupyemasi KOMIeTeHLHA

YK-4 CrocobeH OCyIIeCTB/IATh
JIeJIOBYI0 KOMMYHHKAIIUIO B YCTHOU
¥  [UCbMEHHOW  ¢opMax Ha
roCyZapCTBEHHOM SI3bIKe
Poccuiickoit Denepariuu u
MHOCTpaHHOM(BIX) si3bIKe(ax)

Koa 1 HaumeHoBaHue
HH/UKATOPa AOCTIKEHUS
KOMIIeTeHI[UH
YK-4.1 BeicTpauBaeT [e/I0BYIO
KOMMYHHKAII0O B COOTBETCTBHUM C
crcTeMoi HOPM PYCCKOTO
JIUTepaTypHOro si3blka ¥ HOpMaMH

WHOCTPaHHOT O (-bIX) si3bIKa (-OB)
YK-4.2. CBoO60OIHO BOCIIPUHUMAET,
aHa/u3upyeT u KPUTHUECKU
OLIeHUBaeT YCTHYIO U MUCHMEHHYIO
JleJI0BYIO

Il1aHupyemble pe3y/IbTaThl
o0yueHust

3HaTh: TIPUHIWIBI  TIOCTPOEHHS
YCTHOTO U TTMCbMEHHOTO
BBICKa3bIBaHUS Ha
roCy/JapCTBEHHOM M HHOCTPAaHHOM
s3bIKax; TpeOOBaHMS K [1e/I0BOM
YCTHOMU u MHUCHMEeHHOU
KOMMYHHUKaLAH

YMeTb: TIPUMEHSITb Ha IPaKTHKe
YCTHYIO ¥ TIMCBMEHHYIO Je/I0BYIO
KOMMYHHKAIHIO.

BiageTb: MeTOUKOM COCTaB/eHUs
CY)XA€HHS B  MEX/IMYHOCTHOM
JleJI0BOM 00LeHNN Ha
roCcy/JapCTBEHHOM M HHOCTPAaHHOM
SI3bIKax, c NpUMeHeHreM
afleKBaTHBIX SI3BIKOBBIX (OPM U
CpeJCcTB

4. O0beM u coiep)KaHue AUCIHUIITHHBI

4.1. O6mas TPy 0eMKOCTb AUCIUTTHHBI

OO6111ast TPYA0EMKOCTh JUCIUIUTUHBI COCTaB/IsIeT 3 3aueTHBIX eAnHUIIbI (108 uacoB).

Ne| Cemec | Obujas B ToM umcie KOHTaKTHas paboTta ¢ Kontpon | Cam. ®dopma
TP TPYA0EMKOC TIpero/iaBaTesieM b paboTa | POMEXYT

Tb OUHOMU
B B Bcero IIp KoP 3 arrecTaLyu
3.e. | yacax

13 3 108 26 24 1,7 0,3 82 3auer

IIpumeuanue:

B 3.e. — B 3aUeTHBIX eIUHUIIAX

JI. (JIek.) — nekuus

I1p. — MpakTHUeckoe 3aHsTHE

Cem. — ceMHUHap

KoP. — koHTpobHas paboTa

KPIT - kypcoBast paboTa (KypCoBOIi IIPOEKT)

CP (Cam.pabota) — camocTosiTe/ibHast paboTa

3 - 3aueT/3aUeT C OLIEHKOH

K (KoHC.) — KOHCy/bTaLus

3. - 3K3amMeH

KOHTpO/Tb — KOHTPOJIbHOE BpeMsi Ha TIO/ITOTOBKY K 3K3aMeHY

4.2. PacnipejiesieHue yue0OHOro BpeMeHH 0 TeMaM M BH/IaM y4eOHbIX 3aHATHI
OUYHO-3a04Hast (hopMa 00yueHuUst
Ne Hanmenosanue Bcero KonrakTHasi paboTa C mpero/japaresiem Cam. dopmupye
TeM yueBGHbIX yacoB | Bcero IIp KoP 3 pab. Mble
3aHATHH KOMIIETEHI]
uu
1 Business 13 3 3 10 YK-4

Communication:



Means, Ways and
Styles

2 Meeting People: | 13 3 3 10 YK-4
Getting

Acquainted and
Making Contacts

3 | Telephoning 13 3 3 10 YK-4

4 Business Letters, | 13 3 3 10 YK-4
Emails and
Network
Communication

5 Presentations: 13 3 3 10 YK-4
Preparation  and
Delivery

6 Business 13 3 3 10 YK-4
Meetings. Making
an Appointment.

Negotiating
7 | Applying for a | 14 3 3 11 YK-4
Job. CV and
Cover Letter
Writing
8 Jobs. 14 3 3 11 YK-4

Requirements to a
Specialist. A Job
Interview

9 Texytmii 2 2 1,7 0,3
KOHTPOJIb u
TIPOMEXXYTOUHast
aTTecTalys

Utoro 108 26 24 1,7 0,3 82

4.3. CopeprxaHve JMCHMILUIUHBI, CTPYKTyPUPOBaHHOe 0 TeMaM (pa3/jesiam)

Tema 1. Business Communication: Means, Ways and Styles
TemaTtrka 3aHsTus:CpefcTBa oOIIeHMWs. YCTHas W TIMCbMeHHas ()OPMBI /IeJIOBOTO

o6merus. OduranbHbINA 1 Heo(UIUATbHBINA CTHIN OOIIeHUs.

Tema 2. Meeting People: Getting Acquainted and Making Contacts
TemaTuka 3aHATHS: 3HAKOMCTBO B pa3HbIX CHTyanusax o6rmieHus. OcobOeHHOCTH
opUIMATLHOTO U HeOPUIMA/ILHOTO CTU/ISl. Y CTaHOB/IeHHe KOHTaKToB U roHsTre Small Talk.

Tema 3. Telephoning
Temaruka 3ansTusi: TenedoHHble neperoBopbl. OcobeHHOCTH 00IeHHs 10 TesedoHy.
YcroituuBele BblpakeHMs. HasHaueHuWe BCTpeud, 3arpoc W yTOYHeHHe HH(OpMaLUH.
IToaTBepskieHUe JOrOBOPEHHOCTH, 3aKa3a U T.J.

Tema 4. Business Letters, Emails and Network Communication
Temaruka 3aHsTHsi: TpeGoBaHUSI K HaMMCaHUIO [1eI0BOro MmuchbMa. CTPYKTypa [1eJI0BOTO
nuckma. [lesoBble mucbMa oOiiero Tuma. ITMCbMO-3arpoc, THMCbMO-3aKa3, IOATBepKIeHre




3aKasa, MUCbMoO-peknaMarus. OCHOBHble 0COOEHHOCTH [e/ioBOro CTuis. IlosesHbie (pasbl.
O6menne mo cerd. Hermker. Hamucanuro s1eKTpoHHbIX mmiceM. Ctpykrypa. CoKpaijeHusl.
TekcT cooOIIeHMH.

Tema 5. Presentations: Preparation and Delivery
TemaTuka 3aHsTusi: [IoAroToBKa mpe3eHTaLMuy: OripejiesieHUe Liesiel, 3a/lay, CTPYKTYpPhI
nipeseHTaumu. [logroroBka cnaiifioB. IlpescraBiieHue mpe3eHTal[Ud ayAuTopud. OCHOBBI
myO/TMUHOM peuw; Juasornueckass U MOHOJIOTMUecKast peub B cdepe [1e/I0BOM KOMMYHUKALIWH.

Tema 6. Business Meetings. Making an Appointment. Negotiating
Temaruka 3aHsTusi: [lenoBble BcTpeud. OcoO€HHOCTH OpraHU3alluM Je/ioBbIX BCTpeu.
Mecto u BpeMmsi TpoBefileHUs [enoBbIX cobOpaHuii. CTWIb peud [e/IOBbIX BCTped, IpaBusa
peueBoro sSTuKeTa. Haubosiee yroTpeOWTe/NbHBIX K/MILe [e/0BOM U TpodeccuoHalIbHON
KOMMYyHUKaluu. [leperoBopsl. TakTHKa BefieHUsI IEPErOBOPOB.

Tema 7. Applying for a Job. CV and Cover Letter Writing
Temarvka 3aHaTusi: [loHSATHe O HamMcaHUM pe3toMe, (opmaT pes3toMe, COCTaB/ieHHUe
cobcTBeHHOTO pe3toMe. ComnpoBoguTebHOe MCbMO. CTPYKTYpa M KJTUILE COTPOBOJUTETBHOTO
MMcbMa.

Tema 8. Jobs. Requirements to a Specialist. A Job Interview
Tematuka 3aHsiTus: [lpodeccun u  go/mkHOCTH. TpeGoBaHWsT K 00pa3oBaHHIO,
KBa/IM(UKALMH, OTBITY paboTy, MpodeccroHaTbHBIM YMEHUSIM U HaBbIKaM, JIMUHBIM KauecTBaM
crieuaymicta. CobeceZjoBaHMe TIpH rpreMe Ha paboTy. Bonpock! K kKaHauAaTy 1 paboTozaTerto.

4.4. IufakTHuecKne eJUHULbI (BOMPOCHI) /ISl MOATOTOBKH K MPAaKTUYECKUM 3aHATHAM,
KOHTPOJIAA M CAMOKOHTPO/If1 3HAHUH TeopeTUYeCcKoro Marepuasia no npouieHHbIM TeMaM

Tema 1. Business Communication: Means, Ways and Styles.

Bpewms - 3 yac.

OCHOBHBIe BOMPOCHI:

1) BeinonHeHue JIeKCUKO-TpaMMaTUUeCKUX yTpaKHEeHW, HarpaBleHHbIX Ha pa3BUTHeE
JIeKCUKO-TPaMMaTUUeCKHUX HaBbIKOB.

2) UteHue U BbITIOJHEHUE 3a/laHWM 10 TeMaTUUeCKOMY TeKCTY.

3) BrironHeHre yIripa)KHEeHUH Ha pa3BUTHe HABLIKOB BOCIIPUSITUS Ha CYX Pa3rOBOPHO-
OBITOBOI peuu, [UaTOrMUeCKOi M MOHOJIOTHUECKOM peun, MIUChMa.

Tema 2. Meeting People: Getting Acquainted and Making Contacts.

Bpewms - 3 yac.

OcHOBHBIE BOMPOCHI:

1) BbinosHeHre J1eKCUKO-TpaMMaTHUUeCKUX yIpaKHeHWM, HarpaB/eHHbIX Ha pa3BUTHeE
JIeKCUKO-TpaMMaTHUeCKHUX HaBbIKOB, KOHTPOJIb JOMAIIIHeT 0 3a/laHusl.

2) UTeHue U BBIIOJHEHUE 3a/JaHU 110 TeMaTUYeCKOMY TeKCTY.

3) BoinonHeHue yrpa)kHeHU Ha pa3BUTHEe HAaBLIKOB BOCIIPUSATHS HA CyX pPa3rOBOPHO-
OBITOBOI peuw, AUaZIOTUUeCKON U MOHOJIOTUYeCKOW peuu, MUCbMa.

Tema 3. Telephoning.



Bpewms - 3 yac.

OcHOBHBIE BOIPOCHI:

1) BemosHeHWe J1IeKCUKO-TpaMMaTHUeCKUX yNpaKHEHWM, HallpaBJeHHBbIX Ha pa3BUTHE
JIEKCUKO-TPaMMaTUUeCKHX HaBbIKOB, KOHTPOJIb JJOMAlLIHET0 3a/laHusl.

2) UreHue U BBITIOJIHEHUE 3a/laHUM 10 TeMaTUUYeCKOMY TeKCTY.

3) BrinonHeHve yripa)KHEHUM Ha pa3BUTHE HAaBLIKOB BOCIIDUSTHS Ha CIyX PasrOBOPHO-
OBITOBO peuw, AUaJIOTHUeCKON U MOHOJIOTUYeCKOW peuu, MUChMa.

TeMma 4. Business Letters, Emails and Network Communication.

Bpewms - 3 yac.

OCHOBHbBIe BOMPOCHI:

1) BbinonHeHUe JIeKCUKO-TpaMMaTUUeCKUX yTIpa)KHeHWM, HarpaB/eHHbIX Ha pa3BUTHeE
JIEKCUKO-TpPaMMaTHUYeCKUX HaBbIKOB, KOHTPOJIb JOMAllIHero 3ajaHusl.

2) UreHue U BbITIOJHEHUE 3a/laHKM TI0 TeMaTUUeCKOMY TeKCTY.

3) BrbinosiHeHUe yrNpa)KHeHW Ha pa3BUTHE HAaBBIKOB BOCIIPHUSITHSI Ha C/yX pPa3rOBOPHO-
OBITOBOM peuw, AUATIOTHUECKON U MOHOJIOTUYeCKOW peuu, MUChMa.

Tema 5. Presentations: Preparation and Delivery.

Bpewms - 3 yac.

OcHOBHBIE BOMPOCHI:

1) BoinonHeHWe 1€KCUKO-rpaMMaTHUYeCKHX YTNPa’KHEHWM, HamnpaB/eHHbIX Ha pa3BUTHE
JIEKCUKO-TPaMMaTUUeCKHX HaBbIKOB, KOHTPOJIb JJOMAlLIHETO 3a/laHus.

2) UTeHue U BBITIOJTHEHUE 3a[jaHUM 110 TEMaTUUeCKOMY TEKCTY.

3) BrinonHeHve yripa)KHEeHUM Ha pa3BUTHE HAaBBIKOB BOCIIDUSITHUS Ha CIyX Pa3rOBOPHO-
ObITOBOM peuu, MAJTOTMUeCKOM U MOHOJIOTMUECKOW PeuH, TTMChMa.

Tema 6. Business Meetings. Making an Appointment. Negotiating.

Bpewms — 3 yac.

OCHOBHBIE BOIPOCHI:

1) BeimosHeHWe J1IeKCUKO-TpaMMaTHYeCKUX yNpaKHEHWM, HallpaBleHHBbIX Ha pa3BUTHE
JIEKCUKO-TPaMMaTUUeCKHUX HaBbIKOB, KOHTPOJIb JJOMAlLIHET0 3a/laHusl.

2) UreHue U BBITIOJIHEHUE 3a/laHNM 110 TeMaTUUYeCKOMY TeKCTY.

3) BrinonHeHve yripa)kHEeHUM Ha pa3BUTHE HAaBLIKOB BOCIIDUSITUS Ha CIyX PasrOBOPHO-
OBITOBOM peuw, AMaJIOTHUeCKON U MOHOJIOTUYeCKOW peuu, MIChMa.

Tema 7. Applying for a Job. CV and Cover Letter Writing.

Bpewms - 3 yac.

OCHOBHBIE BOIIPOCHI:

1) BeinonHeHue J/1eEKCHKO-TpaMMaTUUeCKUX yMNpaKHEHWM, HarpaBleHHbIX Ha pa3BUTHE
JIEKCUKO-TPpaMMaTHUeCKHX HaBbIKOB, KOHTPOJIb JOMAIIIHeT 0 3a/laHusl.

2) UreHue U BbITIOJHEHUE 3a/laHHI 110 TeMaTUUeCKOMY TeKCTY.

3) BoinonHeHue yrpa)kHeHU Ha pa3BUTHE HAaBLIKOB BOCIIPUATHS Ha CIyX pPa3rOBOPHO-
OBITOBOI peuu, [UaTOrMUeCKOi 1 MOHOJIOTHYECKOU peun, MIChMa.

Tema 8. Jobs. Requirements to a Specialist. A Job Interview.

Bpewms - 3 yac.

OCHOBHBIE BOIIPOCHI:

1) BoinosHeHre JeKCUKO-TPAMMaTHUeCKUX YIpPaXKHeHWH, HarpaB/ieHHbIX Ha Da3BUTHeE
JIEKCUKO-TpaMMaTHUUeCKHX HaBbIKOB, KOHTPOJIb JOMAIlIHer 0 3a/laHusl.

2) UTeHue U BBITIOJTHEHHUE 3a/JaHU TI0 TEeMaTUYeCKOMY TeKCTY.

3) BoinonHeHue yrnpakHeHU Ha pa3BUTHE HAaBLIKOB BOCIIPUATHS Ha CIyX pPa3rOBOPHO-
OBITOBOI peuu, UaTOrMueCcKOi M MOHOJIOTHUECKON peur, MIChbMa.



4.5. HPI/IMeprIﬁ rnepevyeHb BOIIpoCcoB A Opra"Hv3anuu H IVIAHUPOBAHHUA
CaMOCTOATEe/TbHOM pa60Tm CTYAEHTOB I10 H3Yy4YeHHBIM TEMaM/pEBI[EJIaM

1) Business Communication: Means, Ways and Styles
2) Rules of Communication in Different Cultures

3) Meeting People: Getting Acquainted and Making Contacts
4) Telephoning Rules and Clichés

5) Types of Business Letters

6) Emails and Network Communication

7) Presentations: Preparation and Delivery

8) Business Meetings 9) Making an Appointment

10) Negotiating

11) Applying for a Job

12) CV and Cover Letter Writing

13) Requirements to a Specialist

14) A Job Interview : Questions and Answers

15) Dos and Don’ts for Job Seekers

5. MeToguuecKre yKa3aHus JJisi 00y4aomuxcs o 0CBOEHU0 AUCIUIUINHBI (MOAY/Is)

CamocrositenibHast pabota crygenToB (CPC, CP) siBisieTcs BakKHBIM BHAOM yueOHOM U
Hay4yHOU /leATe/IbHOCTH, HallpaB/eHHbIM Ha Pa3BUTHE CAMOCTOSITE/IbHOCTH, OTBETCTBEHHOCTU U
OpraHM30BaHHOCTH, TBOPUYECKOTO TI0JX0/la K PeIleHu0 3aiau yueOHOro U mpodecCroHaIbHOTO
ypoBHsi. CamocTosiTenibHasi pabora - o0si3aTesbHasi yacTh ydeOHOrO mporjecca Ajisi KaXKA0ro
oOyuarorierocsi, 06bemM KOTOpPOH Oripe/ienisieTcsi yaeOHbIM IJIaHOM.

O6bem, BUAbI W (OPMBI CAMOCTOSITEJIbHOM pabOThI CTYJEHTOB TIPU peanu3alidu
JVCLITUTAHBI, TIOPSZIOK ee OpraHU3al[ii U KOHTPOJIST OTIPe/IeNISIFOTCS BeIyILUM TIperio/iaBaTesiemM
B COOTBETCTBUM C METOJUUECKUMH PEKOMEHJAIUsIMUA T10 OpraHW3allii CaMOCTOSITe/TbHON
paboTbl obyuatonmxcst IHCTUTYTa U IOBOJSTCS [0 CBe/IeHHs] 00yJaroIuxcsl.

OCHOBHBIMH BH/]JaMH CaMOCTOSITe/TbHOW PabOThI 00YYaroIMXCS SIB/ISIETCS:

- W3ydYeHHe TeOopeTUYecKoro yueOHOro MaTepHasa Ha OCHOBe KOHCIIEKTOB JIEKI[UM U
MO/ITOTOBKA K TMPAKTHUECKUM 3aHATHsSM (TIOBTOPEHHE OTBETOB HAa TEOPETHUECKHE BOIPOCHI K
3aHATUSIM);

- pabota c uTepaTypoii /sl MOATOTOBKY BBICTYIUIEHHH C OKIaoM (3cce, pedpepaTtom), a
TakKke W3yueHWs yueOHOU JiUTepaTypbl IO BOIMpOCaM, OTBeJEHHBIM Ha CAMOCTOSITe/bHOe
0CBOeHMe (TIpY HaJIMYUH);

- TIOATOTOBKA K YCTHOMY ONPOCY WM IMHWCHbMEHHOMY TeCTHPOBAHHIO, K KOHTDOJIbHOU
pabore;

- CaMOCTOsITeTbHOe BhITIO/THEHHe TTPAKTUKO-OPUEeHTUPOBAHHBIX 3alaHui

MeToanuecKue peKOMeHAALUK MPH MO/Jr0TOBKE K ayAUTOPHBIM 3aHATHAM

K ayAuTOpHBIM 3aHSITHUSIM OTHOCSTCS JIEKLIMOHHbIE 3aHATUS U MPaKTHUeCKue
(cemuHapckue) 3aHATHUS.

B mporjecce ekl peKOMeHJYeTCsl BECTU KOHCTIEKT, UTO TI03BOJIUT BIIOC/IE[CTBUU
BCIIOMHUTh W3yYeHHbIH y4eOHbI MaTepHuas, AOIMOJHHUTb COZEp)KaHHe TPU CaMOCTOSITeTbHON
paboTe C JIUTepaTypoM, TIOATOTOBUTHCS K TPOMEXYTOYHOM arTectaluv. B Tiporiecce
KOHCIIEKTUPOBaHUs ~ cjefyeT oOpaijath BHUMaHWE HAa  KaTeropud, (opMyJ/HMpOBKH,
pacKphIBaKOL[e CO/lep)KaHWe TeX WM WHBbIX SIBJIeHWH W TIPOIIecCOB, HayuyHble BBIBOJBI U
MPaKTUUYECKHe PEKOMEH/IaI[|H.



B Xozme TOArOTOBKM K TMPAaKTHUECKOMY 3aHSTHIO OOydYaroieMycss peKOMeHAYeTCs
M3yuuTh yKasaHHyl0 B paboueii TmporpaMme OCHOBHYIO JIUTepaTypy, O3HAKOMHUThCS C
[IOTIOJTHUTE/IbHOM JINTepaTypod MO TeMe 3aHATHsS. [ls JIyulllero TMOHUMAaHUS COJieprKaHUs
MpOrpaMMbl  0OYYaroLIUMCsl PeKOMeH/IyeTCsl TIOCTOSIHHO COOTHOCUTh 3HaHUsI, ToJiyuyaembie B
Kypce, C y)ke HaKOTUIeHHBIMU CBe/IeHUSIMU 13 00/1aCTH TICHUXO0JIOTH, aKTUBHO 33/1aBaTh BOTIPOCHI
T10 M3yuyaeMOMYy MaTepHasy ¥ PUHUMATh y4acTHe B 00CY>KeHUsIX Ha TIPaKTUUeCKUX 3aHSATHUSIX.

[Mpu pellleHWy TIPAaKTUYECKUX 3a/laHUM  (3afau) oOydJarolemMycsi peKOMeHIyeTcst
TIpe/iBapuTe/IbHO TIOBTOPUTH TEOPeTUUYeCKH MaTepuas Mo COOTBeTCTBYHOIIeH TeMe (BOIPOCY),
BBIITMCATh AJTOPUTM BBITIOJTHEHUS] aHA/TIOTMUHBIX TWIOB 3afaHuil U (W) HeoOXoAuMBbIe
(opMysbl; KpaTKO OTPa3UTh WCXOJHOE YC/IOBHE 3aJjaHusl; NPUBECTH Pa3BEPHYThbIe IMOSICHEHUS
X0Jla pelleHusi; MpoaHa/lu3MpoBaTh IOJMy4YeHHble pe3y/bTaThl U COPMYJIUPOBAaTh BBIBOJBI U
(wtn) pekoMmeHgauM (mipd HeobxoAWMOCTH). [Ipu pellleHWW Kelc-3a/laHUNl B OTBeTe B
JIOTIONTHEHWe K TIepeurc/IeHHOMY C/ieflyeT 4eTKO 0003HauuTh KitouyeBble (DaKTOpPBI / yCIOBHS,
NPy Ha/Muuu / cOB/I0/IeHUM KOTOPBIX TIpeJJIOKeHHOe pellleHre MpoOieMHON Kelc-CUTyaluu
Oyzet 3¢ peKTUBHBIM.

Ocoboit  ¢opmoii KOHTakTHOW paboThl SIBsSSeTCSl CaMOCTOsiTesibHasi pabota Tiof
DYKOBOJCTBOM TMpernojaBaress, KOTOpas BK/OYaeT TeMaTUYeCKyld KOHCYJ/bTAllUl0 II0
JucuvriiHe pabouero yueOGHOTO I7laHa COOTBETCTBYIOIero roja oOydeHusi uav pas3bop
3a/laHM OT[e/IbHOTO 3aHATHS M0 COOTBETCTBYIOLIEH JUCLIUIUIVHE, POBOAUMYIO eXeHeZelTbHO
KaK WHJUBUAYaAbHO, TaK W [/ MeJKUX T[PyNI [0 YTBEpP)XKJEHHOMY PpacIHCaHUIo.
OO6yuaroMcsi peKOMeH/IyeTCsl TIOCeIaTh TaKKhe 3aHSATHs 10 HeoOXOMMOCTH /1S obecrieueHust
6osee 3¢hpeKTHBHOIM MOATOTOBKU M KauecTBa yCBOeHUs1 yueOHOTO MaTepHara.

st jiyuiero OCBOEHMsI TEOPeTHUeCcKOro Marepuasa HeoOXOJUMO CHCTeMaTHuecKd
paboTaTh C KOHCMEKTaMH JIeKLUH, OCYIIeCTB/STh aHaJIUTHUeCcKyr0 o00paboTKy yueOGHOM
JUTepaTypel [/ CaMOCTOSITe/IbHOTO  M3yueHWs  (aHHOTMPOBaHWe,  pelLleH3HMpOBaHUe,
pedepupoBanue). CrenyeT TMOATOTOBUTb Te3UCHI [l BBICTYIUIEHWH 110 BCeM y4eOHBIM
BOIPOCaM, BHIHOCHMBIM Ha TIPAaKTHUeCKoe 3aHsTHe, B 0COOeHHOCTH 10 BOTIPOCaM, BBIHOCHMBIM
Ha CaMoOCToATe/NbHOe u3yuyeHUe. [lpescTaB/ieHHble B TIPaKTUUECKOM 3aHSITUM  BOIIPOCHI
OMMPAOTCSl Ha MPOW/IeHHBIN JIeKL[MOHHBIA MaTepuasl, M03TOMY K HUM >KeJlaTeJlbHO TOTOBUThCS
TI0CJIe U3yueHusl MaTeprasa COOTBETCTBYHOIIUX JIEKLUM.

HNoknan u pedepar mpejcTaBissoT Co00i COOOIeHHe IO 33/[aHHOM TeMe, C LieJIbI0
BHECTM 3HaHWS W3  [IONOJIHUTENbHOM  JIUTepaTypbl, CHCTEMAaTU3UpOBaTb  MaTepui,
MIPOWUTIOCTPUPOBATh TPUMepPaMH, Pa3BHUBaTh HABBIKM CAMOCTOSITEBHOM PabOThl C HAy4YHOM
JIMTEepaTypoi, T03HaBaTe/IbHbIM MHTEPeC K HAyUYHOMY MO3HAaHUI0. JCCe, B OT/IMUME OT J0K/Ia/a,
TIpeAro/iaraeT Ha/luuue pacCyKAeHWH BBICTYIAIOI[ETr0 I0 BbIOpaHHOM mMpobsiemMaTHke, €ro
aBTOPCKYIO TIO3ULIMIO, apTYMEHTHPOBaHHYI0 CMHTe30M MH(GOpMAaIUK U3 Pa3MuHbIX yueOHbIX U
(MM) HayuyHbIX MCTOUHUKOB. llesb 3CCe COCTOMT B pPa3BUTHMH HaBBIKOB CaMOCTOSITENIbHOTO
TBOPYECKOT'0 MBIILJIEHHsI U TMCbMEHHOT0 U3/10’KeHUsI COOCTBEHHBIX MBICTIEH.

['oTOBSICH K BBICTYIUIGHHIO C [JOK/JIQJIOM, C 3CCe WIM pedepaTMBHOMY COOOIIeHHO,
oOyuarommuiicsi Mo)KeT oOpallaThCsi 38 MeTOJUUeCKOUM TOMOILIbI0 K TperofaBarento. HaunHatb
MOJTOTOBKY C/e/lyeT COCTaB/eHHWeM IulaHa (KOHCIIeKTa) BBICTYIUIEHMSI TI0 H3y4aeMOMY
MaTepuasy (Bompocy). Jasee creyeT oTobpaTh BCIO CojiepyKaTebHYH0 YacTh [ijisl Tpe3eHTalun
Y BBICTPOUTH JIOTMUECKYH LerouKy IpejcTaBieHus. OnpefiesuTb BHU/bl BU3yanu3aLyu
(KapTUHKM) 71 0TOOpaykeHUst UX Ha C/laii/jaX B COOTBETCTBUU C JIOTUKOM, LeJIbi0 U crieliuuKoi
MaTepuasa.

[TpakTHUeckue COBETBI M0 MOATOTOBKE BBICTYILJIEHUS C Npe3eHTaLuei:

cor/iacy¥Te C TIperioflaBaTesieM TeMY JIjIsl BBICTYTUIEHHS U TIOZ[0epUTe aKTyasIbHY O JTIATEPATYPY;
T'OTOBBTE OT/IE/IBHO: TeKCT 10K/, ciaipl (10-15), pa3aaTouHbiii Matepualt (Tpy HeOOXOAMMOCTH);

BBIHOCHTE Ha CJTal/Ibl CaMyt0 3HauMMYy0 MH(OPMALHIO, JTydIlie HarysAHYO (Tab/IMIIbl, CXeMBI U T.I1.);
WCTIONB3YHTe J/1s1 TIpe3eHTalyy Ciep>KaHHbIN JIe/I0BOM CTW/Ib 0(DOPMIIEHNS];

BBICTYIUTEHME HauWHaiTe C oOsBaresbHOM wH(oOpMaipm: Tema, (aMwms W MHULWAIBI
BBICTYTIAIOLLIETO;



® coOmopaiiTe CTPYKTYPY BBICTYIUIEHVSI B [JOK/IaJie ¥ Ha Tpe3eHTaly: TUIaH COOOILEHUs; C/Iaifpl,
WUTFOCTpUpYIOIde (HO He [JyONMpyrOIie) TeKCT BBICTYIUIEHHs; KpaTkide BbIBOJbI K3 BCEro
CKa3aHHOrO;

* 00s13aTe/NbHO YKa3bIBaiiTe CIIMCOK MCTIO/NB30BaHHBIX HICTOUHHKOB;

®  Qy/pTe rOTOBBI K BOIPOCAM I10 TeMe BbICTYTUIEHNS;

® cobmropaliTe TaWMUHT BO BpeMsl BBICTYIUIEHVST: /10 7 MMH. Ha BBICTYIUIEHME U 5 MUH.— OTBeTBI Ha
BOTIPOCHL

MeTouuecKue PpeKOMEHAAIMH MO0 MOATOTOBKE W BBINMO/JHEHHI0 KOHTPO/IbHOM

padoThI

KoHTposibHast paboTa BBICTYIIAeT OL|eHOUHBIM CPEeCTBOM PYOeXHOTO KOHTDOJISI 3HaHWH,
YMEeHUI ¥ HaBBIKOB 0O0ydaromjerocsi, C(h)OpMHUPOBaHHBIX [0 WUTOTaM W3yUeHUs MOAYJS WU
COBOKYITHOCTH B3aMIMOCBSI3aHHBIX T€M JIUCIUTIIAHBI.

KoHTponbHast paboTa MPOBOAUTCS TIOC/Ie 3aBepILeHNUs] M3yUeHHUsT TeM, BXOJSLIUX B MOJYJIb
JVCLIUIIMHBI, HO He peXke ZIBYX pa3 B CEMeCTp, BBIMOJIHSIETCS CTYZEHTOM CaMOCTOSITebHO, 6e3
WCIIO/Ib30BAHUS BCIIOMOTaTe/IbHbIX MaTepuaaoB (B TOM uuC/ie yueOHMKOB WM KOHCIIEKTOB
JIeKLIMI) B OTBe/IeHHOE /IJIs 3TOT0 OTPaHUUEHHOe BpeMsl.

[Ins TIOATOTOBKM K MOAY/JIbHOW KOHTPOJILHOM paboTe HeOOXOAWMO TOBTOPUTH
TeOpeTHUeCKU MaTepuasl JIeKLUH U NTpUMephl BBITIOJTHEHUS MPAKTUYECKUX 3aJiaHUH 10 TeMaM
mMozynsa. Ha KOHTposbHOUM paboTe HEOOXOAMMO TIpeyk/ie BCEro BHUMATEIbHO MPOYMTATh TEKCT
3a/IlaHU, pacrpeie/TUTh BPEMS Ha MX BBITMIOJIHEHHE U TIPUCTYTUTh K KOHTPOJILHOM pabore.

6. O0yueHne HHBA/IH/I0B U JTUL] C OTPAHUYEHHBIMH BO3MO)XXHOCTSIMH 3/[0POBbSI

Ob6pa3oBarenbHasi JedaTelbHOCTb 00yuaroIMxcss U3 uuc/ia MHBanuAoB U Jyinl ¢ OB3
OCYIIIeCTBJISIETCS B COOTBeTCTBUU C [Iprka3zom MuHucTepcTBa obpa3oBaHus u Hayku PP ot 9
HOs16pst 2015 . Ne 1309 «O6 yTBepkaeHuu [lopsigka obecrieueHusi YCIOBUM [JOCTYTTHOCTH JIJIst
VHBA/M/[0B 00BEKTOB U TMPeJj0CTaB/IsIEMBIX YCIYT B cepe oOpa3oBaHus, a TaKKe OKa3aHUS UM
Npd 3TOM HeoOXoAUMOU mMoMOIM» (C W3MeHeHUssMA M JIOTIONIHeHUsIMM), MeTo[uuecKuMu
PeKOMeH/alisIMK 110 OpraHu3ariyd 00pa30BaTeNbHOrO Tpolecca A o0yueHHs MHBAIWZOB U
JIULL C OrpaHUUeHHBIMU BO3MOXXHOCTSIMU 3/10POBbsi B 00pa3oBaTe/IbHbIX OPraHM3aLUsiX BbICIIEro
o0Opa3oBaHusi, B TOM YHC/Ie OCHAIIeHHOCTH 00pa30BaTebHOrO TIPOLECCa, YTBEPKAEeHHBIMU
MunucrepctBoM o6pa3oBaHusi U Hayku P® 08.04.2014r. Ne AK-44/05BH, J0KalibHBIMU
HOPMaTMBHBIMM akTamu VIHCTUTYTA.

B uHCcTUTYTE 0Opa3oBaTenbHast JesTesibHOCTh obyuatoruxcs ¢ OB3 ocylijecTBisieTcst Ha
OoCcHOBe 00pa3oBaTe/bHBIX NMPOrpamMM, aaTUPOBAHHBIX, MPU HEOOXOAMMOCTH, AJisi O0ydeHUs
yKasaHHbIX JIML, C y4eTOM 0COOeHHOCTel NCUX0(U3UUecKoro pas3BUTHS, WHAWBUAYaIbHBIX
BO3MO)KHOCTEH M COCTOSIHUS 3/[0OPOBBS TAKUX 00YUAIOIIUXCSI.

B wuHCTUTyTe cCO3#aHbl CrelyasnbHble YCAOBUS /s T0o/iyueHWss 00Opa3oBaHUS T10
obpa3oBaTe/ibHbIM TIporpaMMam obOyuvaronumucs (bakanaBpamu) ¢ OB3, KoTOpbie BKIHOYAIOT B
cebsi  MCIO/Tb30BaHME CreMaJbHBIX MeTOJ0B OOyueHMss U BOCIUTAHHUS, 3JIEKTPOHHbIE
obpasoBaresibHble pecypchl B (opMax, afanTHPOBAaHHBIX K OrPaHUUEHHSIM WX 370DPOBbS,
crielldasibHble TeXHUYecKWe cpejcTBa OOyueHWs, TpeJoCTaB/leHHe YCIyTr acCUCTeHTa (Tpu
Heo0X0/IMMOCTH), OKa3bIBarollero obOydaroiumcs (OakasaBpam) HeOOXOAMMYHO TeXHUYECKYHO
nomotip, obecrieueHre OeCIPensATCTBEHHOrO0 JOCTyNa B 37aHHe WHCTUTYyTa U CBOOOJHOE
repemMelLeHue.

[IpenocTaBsieHre CrielMaNbHBIX TeXHUYECKUX CPeACTB O00yuyeHUsi KOJUIEKTUBHOTO M
VH/IMBU/Iya/lbHOTO TIONb30BaHUs, TM0400p ¥ pa3paboTka y4yeOHbIX MaTephaaoB IS
obyuarommyxcss ¢ OB3 Mpou3BOAUTCS C yueTOM MHAMBU/YaJbHBIX TCUXO(U3NOTIOTHYEeCKUX
ocobeHHOCTeM oOOyuarOmuxcs W creludUKA TMpueMa-Tiepefiaud yueOHOM WH(OpPMaLUU Ha
OCHOBaHWH TIPOCLOBI, BbIPa)KEHHOM B MHUCbMEeHHOU (opMe.



7. Opranu3anus BOCIUTATe/IbHOW PadoThI B MpoLecce peau3aniy JUCHUILUTHHBI KaK
KOMITIOHEeHTa 00pa30BaTe/IbHOM MPOrpaMMBbI

B cooTBeTcTBMM C [eHCTBYIOIIMM 3aKOHOJaTenbCTBOM Poccuiickont ®Pepeparuuy,
JIOKaJbHBIMM HOPMATHMBHBIMM aKTaMWd VIHCTUTyTa B paMKax peaau3aliyd JWCLUIIMHbI
OCYLIeCTB/ISIeTCS  BOCIIMTaTe/NbHas paboTa, HampaB/eHHas Ha 3aKpelleHHWe /yXOBHO-
HPABCTBEHHBIX IIeHHOCTeH W (WIM) pa3BUTHE BHICOKOHPAaBCTBEHHOMW JIMYHOCTH, CIIOCOOHOM B
MOJIHOM Mepe peav30BbiBaTh CBOM MOTEHLMal W MPOSIBUTh WHULIMATUBHOCTb B YCJIOBHSIX
COBpeMeHHOT0 00111ecTBa.

BocniurarenbHast pabota B paMKax peanv3aliiy JUCLIMIUIMHBI «/leI0BOM MHOCTPaHHbIM
S3bIK» KAaK KOMITOHeHTa 00pa3oBaTenbHOM IPOTPaMMbl OCHOBAaHA Ha MCII0/Ib30BAaHUM
aKCHOJIOTUUECKOT0, KYy/JIbTYPHO-UCTOPUUECKOT0, CHUCTEMHO-ZeSITeIbHOCTHOTO U JIMYHOCTHO
OpPMEHTHPOBaHHOI'0 MOJX0/a C YYeTOM OCHOBHBIX NPUHLIMIIOB BOCIIUTAHHUS: F'YMaHUCTUYECKOH
HarpaB/eHHOCTH, COBMECTHOW [ledTe/IbHOCTU YYaCTHUKOB 0Opa3oBaTesbHOrO IIpoliecca,
CJle/IoBaHMsT HDABCTBEHHOMY TTpHUMepy, 6e301acHOM KU3HeAesaTeTbHOCTA ¥ MHK/TFO3UBHOCTH.

8. Marepua/ibHO-TeEXHUUYECKOEe U yUeOHO-MeToJuuecKoe odecrneueHne AUCIUIITHHBI
(Mmopyns)

8.1. IlepeueHb OCHOBHOW M JOTMOJHUTE/IbHOW YUeOHOH J/IMTepaTypbl, HEOOXOAMMOM ISt
0CBOEHUA JUCLHMILIMHBI (MO/y/Is1)

a) OCHOBHas JuTeparypa:

1. Kpynuenko, A. K. Axrimiickuii s3slk Ay miefaroroB: academic english (B1-B2) :
yuebHoe nocobue ayist By30B / A. K. Kpymuenko, A. H. Ky3Herios, E. B. ITpumunko ; mof,
obmeit pepakiueii A. K. Kpymuenko. — Mocksa : M3patensctBo FOpaiit, 2023. — 204
c. — (Bpoiciniee obpa3oBanue). — ISBN 978-5-534-10843-9. — TeKCT : 37IeKTPOHHbIH //
O6pa3oBatenbHas ratdgopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/516982

2. MakapoBa, E. A. AHrmumickuii s3Ik Jy1s1 icuxonoros (B2—C1) : yyeOHUK U PaKTUKYM
anst By30oB / E. A. MakapoBa. — 4-e u3f., nepepab. u gon. — Mocksa : V3garenscTBo
FOpaiir, 2023. — 355 c. — (Bricmiee obpa3oBanue). — ISBN 978-5-534-12143-8. —
Texkct : amekTpoHHBINM // OOpa3soBarenmbHass mardopma FOpaiir [caiitr]. — URL:
https://urait.ru/bcode/510518

3. Tlomnaeckasi, T. B. AHrmmiickuii s3elk. [1po6emMbl KOMMYHUKAIUH : yueOHOe Tocobue

nnst By3oB / T. B. IomnaBckas, T. A. CpicoeBa. — Mocksa : M3gaTenscTtBo HOpaiiT,
2023. — 175 c¢. — (Beiciiee obpasoBanue). — ISBN 978-5-534-07461-1. — Tekcr :
3/1eKTpoHHbIN  // O6pa3oBarenbHass rmnardpopma FOpaiir  [caiit]. —  URL:

https://urait.ru/bcode/516622

0) JornoHUTe/TbHAS TUTepaTypa:

4. AHrIMACKUM A3bIK A5 akageMuueckux teneid. English for Academic Purposes : yue6Hoe
nocobue ans By3oB / T. A. BapaHoBckas, A. B. 3axapoBa, T. b. Ilocnenosa, FO. A.
CysopoBa ; mop pemakuueir T. A. bapaHoBckoil. — 2-e u3p., mepepab. u gom. —
Mockga : U3parenbctBo FOpaiit, 2023. — 220 c. — (Bricmiee obpa3zoBanue). — ISBN
978-5-534-13839-9. — Tekcr : 3nekTpoHHsIi // Obpa3oBaresbHast miatdopma FOpaiit
[catiT]. — URL: https://urait.ru/bcode/511748



https://urait.ru/bcode/511748
https://urait.ru/bcode/516622
https://urait.ru/bcode/510518
https://urait.ru/bcode/516982

5. KysbmenkoBa, FO. b. Anrmmiickuii s3bik jjsi coruonoroB (A2). English for Social
Studies : yueOGHUK U mpakTHKyM /s By30B / FO. B. Ky3bmenkoBa, A. P. JKaBopoHKOBa.
— Mocksa : M3pgatensctBo FOpaiit, 2023. — 333 c¢. — (Bbiciiee obpa3oBanue). —
ISBN 978-5-534-05307-4. — TekcT : 3/1eKTpoHHbIN // Obpa3oBaTenbHas miaThopma
FOpaiit [catiT]. — URL: https://urait.ru/bcode/510675

6. Yukunesa, JI. C. AHrMACKUN S3bIK [y1s yOmmunHbIX BhicTyTuieHud (B1-B2). English for
Public Speaking : yuebHoe mocobue ans By30B / JI. C. UukuneBa. — 2-e W3J., UCIIP. U
nor. — Mocksa : U3gatensctBo FOpaiit, 2023. — 167 c. — (Briciiee obpa3oBanue). —
ISBN 978-5-534-08043-8. — Tekct : sneKkTpoHHbIM // O6pa3oBaresibHasi matdopma
FOpaiit [caliT]. — URL: https://urait.ru/bcode/512417

7. Tlcuxoanamu3. Psychoanalysis : yue6Hoe ocobue s By3oB / A. O. Ilpuriy [u Ap.] ; mog,
penakuueid A. O. [Iputia, M. M. PemetTHukoBa. — 2-e u3j. — Mocksa : V3iaTenbcTBo
FOpaiit, 2023. — 289 c. — (Buicmiee obpa3oBanue). — ISBN 978-5-534-09537-1. —
Tekct : smekTpoHHBIM // O6pa3oBarenbHass MaTdopma FOpait [caiit]. — URL:
https://urait.ru/bcode/516236

8.2. [Tepeuenn pecypcoB HH(GOPMAIHOHHO-TeIeKOMMYHUKALIMOHHON CeTH «MHTEPHeT»,
He00XO0AMMBIX /I/Isl 0CBOEHUsI JUCLUIIMHBI (MO/y/151)

Ha3Banue dn.aapec Pexxum pfocryna

JInuHbIH KabvHeT obyuaromjerocst | https:/sdo.mip.institute/ /1 aBTOPU30BaHHBIX MOJb30BaTeeH,
OAHO BO «MWUIIO» (CHOO Ha Ga3e u3 yr060i TOUKH, TAe ecTb IHTEpHeT
LMS Moodle)
CaWT MOCBALIEHHBIN MUPOBOW UCTOPUH U http://www.istorya.ru/ CBOOOAHBIH,
ncropur Poccun Uctopus. Py 13 /11000# TOUKH, r7ie ecTh VIHTepHeT
depnepanbHbIit nopTan «Poccuiickoe https://ro-edu.ru/ CBOOOAHBIH,
obpa3oBaHue» 13 1000 TOUKH, r7ie ecTh VIHTepHeT
ITopTan NcUxo/IOTHUeCKUX U3JaHU https://psyjour nals.ru/ CBOOO/IHBIH,

u3 ymo6oii Touky, rae ectb IHTepHET
Pero3uTopuii HayUHBIX TPYZOB https://dosmedia.ru/ CBOOOZHBIN,
MoOCKOBCKOr0 HayYHO-HCC/Ie[;0BaTeIbCKOTO n3 ymo6oii Touky, rae ectb VIHTepHeT

WHCTUTYTa IICUXUATPUU

DNeKTPOHHBIN >KypHa «Borpock! http://www.vo ppsy.ru/ CBOOOHBII,
TICUXOJIOTUM» 13 060 TOUKH, r7ie ecTb VIHTepHeT
Caitr MacturyTa ncuxonorun PAH https://ipran.ru/ CBOOOZHBIA,

13 /1000 TOUKH, r7ie ecTh VIHTepHeT
Caiit PoccuiicKoro rcuxoa0ruueckoro https://psyrus.ru/ CBOOOHBIH,
ob1jecTBa 13 060 TOUKH, r7ie ecTb VIHTepHeT

8.3. D/1IeKTpOHHO-0M0/TH0TeYHbIe CHCTEMBI

Ha3Banue JJ1. ajgpec Pexxum pocryna
DeKTPOHHO-O0MO/IMOTeUHAs https://urait.ru/ Jl7IsT aBTOPU30BaHHbIX I10JIb30BaTe/el, U3 JII000H

cucrema FOPAVT TOYKH, re ecTb VIHTepHeT


https://urait.ru/
http://www.istorya.ru/
https://urait.ru/bcode/516236
https://urait.ru/bcode/512417
https://urait.ru/bcode/510675

8.4. IlepeyeHb KOMIUIEKTOB JIMI{€H3HOHHOT'0 M CBOOO/JHO PacpoOCTPAHIEMOr0
MPOrPaMMHOI0 00ecneyeHusi, B TOM YHC/Ie 0T€YeCTBeHHOr0 MPOM3B0/ICTBA, HCI0/IHb3yeMOro
MpH U3yYeHUH y4eOHOH JUCIMILTHHBI (MO/1y/151)

Haspanue I10 XapaxTtep I1O
Microsoft Windows 10 (omepaliioHHasi cucTeMa) suueHsrnoHHoe 10
Microsoft Office (oducnoe I10) sreH3nonHoe I10
7-Zip (apxuBaTop) cBobozHO pacrpoctpansiemoe I10 (o
ymnensnelt GNU LGPL)
SIupexc bpaysep (UuTtepHet-6paysep) cBOOOJHO pacIipocTpaHsieMoe

oteuectBeHHOe 10 (Ha ycnoBusix
TIPOCTOI HEUCK/TIOUUTENHHOM JIH-
LIeH3UN)

Kaspersky Free (anTuBupycHoe I10) CBOOO/IHO PacrpoCTpaHseMoe
oTeuecTBeHHOe I10

8.5. CoBpemeHHbIe npo¢)eccCHOHA/TBHBIE 0a3bl JAHHBIX M HH()OPMALMOHHO-CIIPABOYHbIE
CHCTEeMbI

Ha3sanue 1. aapec Pexum pocryna
HaipioHanbHas — Gubnuorpaduueckas  6Gasa http://www.elibrary.ru Pecypc oTKpbITOrO JOCTYMA

AAHHBIX HAYYHOTrO0 LIMTUPOBAHUA, HAyUYHad

31eKTpoHHast onbmoteka eLIBRARY.RU

NutepHeT-pecypc Poccuiickoit ['ocyaapcTBeHHOM https://www.rsl.ru Pecypc oTKpbITOrO JOCTYIIA
Bubnuoreku

MexyHapoHasi pedepaTBHast 6a3a JaHHBIX https://link.springer.com Pecypc oTKpbITOrO JOCTyna
Hay4HbIX U3ZiaHuk Springerlink

PedeparuBHasi 6a3a 3apyOeXXHbIX HayUHBIX https://www.scilit.net/ Pecypc oTKpbITOrO JOCTYyna
nyOmMKarmi

HayuHast 3nekTpoHHas 6ubroTeka (6a3a HayuHbIX https://cyberleninka.ru/ Pecypc oTKpBITOTO [JOCTYMA

crareii) «KubepJleHnHKa»

HekoMMmepueckrie MHTepHeT-BepCUr Pecypc oTKpbITOrO JOCTyna

https://www.consultant.ru

CTIpaBOYHO-TIPAaBOBOM MH(OPMALIOHHON Jonline/

cucrembl KoHcyabrantILtoc

VHbopMaloOHHO-TTPaBOBOM TIOPTas Pecypc oTKpEITOrO JOCTyNa
CTIPaBOYHO-TIPaBOBON MH(OPMAI[OHHON https://www.garant.ru

cucremsl ['apant

8.6. MaTepua/IbHO-TEXHUUYECKOe o0ecrieueHre JUCIHIUTHHBI

ayJWUTOpHs, BK/IIOUANOIasi OJHO pabouee MecCTO TmperofaBarensi (CTOJ, CTY/, KOMITBIOTED,
TPOEeKTOp), He MeHee 10 TOCaOUHBIX MECT [ijisl CTY/IeHTOB (T1apTa, CTYJI)

9. MeToauuecKHe MaTepHasbl, ONpe/e/IAolie MPoeAyPhl OlleHUBAaHUs Pe3y/IbTaToB
00yueHust

OreHOYHBIe TIPOL[eAYPBI M UX KPAaTKOe OMMCaHUe.

WToroBoii hopoii aTTecTaliuu 1o AUCLIMIIIVHE SIB/ISETCS — 3a4eT.

[Tponienypa olLleHMBaHUS pe3y/bTaTOB YCIEBAEMOCTH CTYJEHTOB I0 JAUCLUIUIMHE
TIpe/iriosiaraeT TIpOBe/leHre TeKyIlel, pyOeXHOW W TIPOMe)KYTOUHOW arTecTanud. MarepHassl


https://www.garant.ru/
https://www.consultant.ru/online/
https://www.consultant.ru/online/
http://www.scilit.net/
https://link.springer.com/
https://www.rsl.ru/
http://www.elibrary.ru/

OLIEHOYHBIX CPeJCTB TIPe/ICTaB/eHbl B (DOHZE OLIEHOYHBIX CPeJCTB Y4ueOHOW UCIUTUTUHBI
muciuruiiHe (cM. ipusioykeHre @OC 10 JUCLUIIIMHE)

Bupbi KoHTpO/IA
Teky1myii KOHTPOJIb
Py6e>kHbIN KOHTPOJTb
ITpomesKyTOUHBIH
KOHTPOJTb

OueHouYHOeE Cpe/iCTBO
TeCTUpOBaHKe, TIPAaKTUKO-OpHUEeHTHPOBaHHbIe 3a/laHus, 0K/a/l, pedepaT, 3cce

KOHTpOJIbHast paboTa (TecTbl, 3a/iaHs)

TeCTUPOBaHNe, IPAaKTUKO-OPUEHTHUPOBaHHbIE 3a/]aHus

9.1. OnucaHue OLEHOYHBIX CPe/ICTB TEKYIero, Py0eXHOr0 M MPOMEe)KyTOYHOI0 KOHTPOJIA

Ne HaummeHoBaHHe
OC (nmpouecc /
KOHEUHbIH
MpPOAYKT)

1  Onpoc

2  TecruposaHue

3 | KonTposbHasa
pabora

4 | TlpakTuueckue
3a/laHUS ¥ KEHChI

5 | Hoknapn
6  Pedepar
7 | Occe

KpaTkasi xapaKTepHCTHKA OL{eHOUHOI'0
cpeacTBa

CpesicTBO  KOHTpO/S,  OPraHW30BaHHOE  Kak
crieiiasbHast Oecena TnperozaBaTerns C
00yuaromyMcsl Ha TeMbl, CBfI3aHHbIE C M3yuaeMOM
JVCOUIUIMHOW, WM pAaCcCUMTAaHHOE Ha BBISICHEHHe
ob6bema 3HaHul 00yuaroIerocs 1Mo Onpee/ieHHOMY
paszeny, Teme, npobseme u T.I

Cucrema CTaH[apTU3UPOBAHHBIX TIPOCTBIX U
KOMIT/IEKCHBIX 3a/laHNH, TI03BOJISTFOILAsT
aBTOMaTH3UpOBAaTh MNPOLeyPy H3MepeHHUs! YPOBHS
3HaHWW, YMEHUH U BafieHUH 00yuvarolerocs.
PekomeHyeTcsi /i OLIEHKH 3HaHWUM, YMeHUU WU
BJIa/IEHUM CTYZEeHTOB.

CpencTtBO  TIDOBEPKM ~ YMEHWM  TIPUMEHSTb
TOJly4eHHble  3HaHWA I pelleHust  3a7ad
OTpeZie/IeHHOTO THWIA [0 TeMe WX pasfeny,
BBINIOJIHSIETCST B IIMCbMEHHOM  Byje IO
Tpe/|/1I0)keHHbIM BOIIPOCaM

YacTMYHO  perjiaMeHTHPOBaHHOe  3aJjaHHe  II0
TPAKTUYeCKON TOJATOTOBKe B TIPOQeCCHOHATBHOM
JlesITeIbHOCTH, WMeIoIee aJrOpUTMUYecKoe WIIN
HecTaHJapTHOe pelieHue, TI03BOJISTOLL{Ee
[IMarHOCTUPOBATh yMEeHWsl, UHTerPUPOBaTh 3HAHWS
pas/MuHbIX HayyHbIX obsilacTel B IIPaKTUUYeCKYO
MOATOTOBKY, CBSI3aHHYI0 C TIpodeCcCHOHATbHON
JlesATe/IbHOCTH. Moxet BBITIOTHATHCS B
WHIVBU/YaJbHOM  TIOpsiIKE WM TPYNION
00yUaroIInXCsl.

PacimpeHHOe MMCbMEHHOE WK YCTHOe COOo0IIeHre
Ha OCHOBE COBOKYITHOCTHM paHee OIyOJIMKOBaHHBIX
WCCIe]oBaTe/lbCKUX, HAyUHBIX pa3paboTok, I10
COOTBETCTBYIOLL|eH OTpPac/i  HAayuyHbIX 3HAHWH,
UMEIOLMX 3HaueHWe [ TeOpUH HayKd U
MpaKkTHuecKoro npuMmeHeHwus1. [1pencrasnseT coboit
006006111EHHOE W3/I0KEHKEe pe3yJibTaToB
MPOBe/IEHHBIX WCC/Ie[OBaHUH, 3KCIIEPUMEHTOB U
pa3paboTOK,  W3BECTHBIX  LIMPOKOMY  KpYTY
CTeLMaIMCTOB B OTPAC/IM HayYHbIX 3HAaHHH.
ITpopyxT CaMOCTOSATeTbHON paboTsl
obyuarorerocsi, pefCTaB/sIoIMi coboii KpaTkoe
W3/I0)KEHHe B THUCbMEHHOM BHJE TOyUeHHbIX
pe3y/bTaToB TEOpeTUUECKOr0 aHanm3a
oripefie/IeHHON yueOHO-UCC/Ie/[0BATETLCKOM TEMBI,
rJle  aBTOp pAacKpbIBaeT CYTb HCCIeAyeMOH
npo06JieMbl, TIPUBOJUT Pa3/IMuHbIe TOUKH 3DEHMUS, a
TaK>ke COOCTBEeHHBIe B3IJIsI/IbI HA Hee.

YacTHyHO perjaMeHTUPOBaHHOE 3a7laHue,

KoHTpo/1bHO-H3MepUTeIbHbIe
MaTepHa’bl

TecToBbIe 3daHKsA, BOIIPOCHI TI0
TeMaMm, paszesiam, TNPpaKTHUKO-
OPHEHTHUPOBAHHbIE 3aJdaHUA

TecTtoBble 3a/jaHUs

TecToBEIE 3a/laHKsA, BOIIPDOCHI TI0
TeéMaM, pa3jenam, TIPAKTUKO-
OpPHEeHTHUPOBAHHLIE 3a/ldHUSA

MIPaKTUKO-OpHEeHTHPOBaHHbIe
3aJ,aHust

TeMbl  JIOK/IQI0B;  KPUTEpPHUHU
OLIeHKHU

TeMbl  pedepaToB;  KpuUTepuu
OLIeHKU

TeMBbI 3CCe; KPUTepHH OLI€HKH



umeroiiee HeCTaHAapTHOe pelieHue u
Mo3BoJIArOII e AWarHOCTUPOBATH yYMeHus,
HWHTErpyupoBaTb 3HAHWA  PaA3/IMYHBIX O6J'IaCTEI‘/JI,

apryMeHTHPOBaTb COOCTBEHHYIO TOUKY 3peHHsl.
BhIMOHSIeTCT WHAMBUAYaNTbHO B [HUCHMEHHOM
¢opme 1o BLIOpaHHOH TeMe.

9.2. ®opMbI TEKYIIEro/pyde)>XHOro KOHTPOJIA YCIEeBAaeMOCTH U JOCTHKEHHA Pe3y/IbTaToB
o0yueHHsn

Ne

HauMenoBaHnue u
cofiep;KaHue 1o
TeMaM (paspenam)

Tema 1. Business
Communication:
Means, Ways and

Styles

Tema 2. Meeting

People: Getting

Acquainted and
Making Contacts
Tema 3. Telephoning

Tema 4. Business
Letters, Emails and

Network

Communication

Tema 5.
Presentations:

Preparation and

Delivery

Tewma 6. Business
Meetings. Making an

Appointment.
Negotiating

Tema 7. Applying for
a Job. CV and Cover

Letter Writing

Tema 8. Jobs.

Requirements to a
Specialist. A Job

Interview

KpaTtkoe cogep)xanue

DopmbI
TeKyIIero
KOHTPOJIA

Tema 1. BBeseHne B npodecCHOHANIBHYIO AeATeTbHOCTh IICHX0/10Ta

Tematuka 3aHsTvs:CpenctBa oOIiIeHMsl. YCTHas u

MMCbMEHHast thopMmeI ZIEJIOBOTO ob1LeHysL.
OduryanbHbI U HeO(pUIUATEHBINA CTHIH OOIIEHUS.

TemaTuKa 3aHATHSI: 3HAKOMCTBO B Pa3HbIX
cutyauusx obmenus. Oco6eHHOCTH 0pULanEHOTO
1 Heo(pMIManbHOTO CTH/IS. Y CTaHOB/IEHHE
KOHTAKTOB ¥ moHsTHe Small Talk.

Tematika 3ansitusi: TesedoHHBIE TIEpErOBOPBHI.
OcobeHHOCTH 00111eHYs 110 TeeoHy. Y CTOMUMBbIE
BblpaKeHUsl. HasHaueHWe BCTpeuM, 3ampoc U
yTOUHeHue VH(pOopMalyu. [ToaTBepxeHre
JIOTOBOPEHHOCTH, 3aKa3a M T.J.

Tematuka 3aHsTHs: TpeOOBaHUS K HalUCAHUIO
JenoBoro muceMa. CTpyKTypa [eJIOBOrO MHChMa.
HenoBele mucbMa obmero Ttuma. ITucbMo-3ampoc,
MUCBbMO-3aKa3, TMO/TBepXKJeHHe 3aKa3a, IHCbMO-
pekinamanysa.  OCHOBHbIE OCOOEHHOCTH JIe/I0BOrO
ctunst. Ilonesnble Qpasbl. OOlIeHWe MO CeTu.
Hertuker. HamucaHuto  3/1eKTPOHHBIX — ITMCEM.
Crpykrypa. CokpareHusi. TeKCT cOOBILeHHI.
Tematvka 3aHatus: IlofroToBKa mpe3eHTaL[UM:
orpejienieHue Liesed, 3ajady, CTPYKTYPBI
Tipe3eHTaluu. INoxgroroBka CnaifioB.
[pescTaBneHye npe3eHTaLUU ayguTOpUHA. OCHOBBI
y6/IMYHOR peuns; Janoruyeckas "
MOHOJIOTHUeCKasi peub B  cdepe  [enoBoi
KOMMYHHKaIWK.

Temartuka 3aHATUA: HenoBble BCTpeyH.
OcCo6eHHOCTH ~ OpraHu3alii  JIeJIOBBIX  BCTpEY.
MecTo U BpeMsi TIpOBe/IeHHs [IeJIOBBIX COOpaHUiA.
CTuib peud [lelOBBIX BCTpeu, IMpaBU/a pevyeBOro
STHKeTa. Haubosnee ynorpebuTenbHBIX KHIle
ZenoBoi U TpodecCHOHaTbHOM KOMMYHHUKALIUU.
[Teperosopsl. TakTHKa BefeHUs IePeroBOpoB.
Temartuka 3ansatus: IloHsiTHE O HanMCcaHUU pe3roMe,
¢dopmar pe3toMe, cocTaBieHHe COOCTBEHHOTO
pestoMme. ComnpoBojuTenbHOe NUcbMo. CTPyKTypa U
KJIULIIEe CONPOBOAUTEILHOIO IIUChMa.

Tematka 3aHsTusA: [Ipodeccu U [O/DKHOCTH.
TpeboBanuss K o006pa3oBaHMIO, KBa/TU(UKALWH,
OMBITY paboty, mnpodeccHoHaNbHBIM YMEHHsIM U
HaBbIKaM, JIMUHBIM  KadyeCcTBaM  CIlellaskCTa.
CobecenoBaHue mipu npueme Ha paboTty. Bormpock! K
KaHIUIaTy ¥ paboToaTelTto.

Onpoc
TecTupoBaHu
e

Ornpoc
TectupoBanu
e

Onpoc
TectrpoBaHu
e

Ornpoc
TecTupoBaHu
e
KontponbHas
pabota

Onpoc
TecTupoBaHu
e

Ornpoc
TecTupoBaHu
e

Ornpoc
TecTupoBaHu
e

Ornpoc
TectupoBaHu
e
Scce
KouTponbhnas
pabota

KomMnerenuuu

YK-4

YK-4

YK-4

YK-4

YK-4



9.3. Kputepuu oLieHKH pe3y/IbTaTOB TeKYIIero U py0e>xHOro KOHTpoJIs

Kpurepuu oneHkun
Omnpoc

OOYUaOLMIACS Jla/T TIOJHBIN, pa3BEpPHYTHIM OTBET HA TOCTABIEHHBIN
BOIPOC, TIPOSIBWJI COBOKYIHOCTH OCO3HAHHBIX 3HaHWM 00 OOBeKTe,
[IOKa3aTe/lbHO PACKpPbUl OCHOBHBIE TIOJIOKEHWs TeMbl. B oTBeTe
MPOCJIEXKUBAETCS YeTKasi CTPYKTYPa, JIOTUUeCKast ToC/1e/I0BaTe/IbHOCTb,
OTpKAaroLljasi  CYLJHOCTb  PAacKpbIBaeMbIX  TIOHSTHY,  SIBMIEHUH.
OOyuaroIIMIiCs TIOKPEIIieT TeOPeTUUECKUM OTBET MPAKTUUECKUMH
npumepamu. OTBeT CHOPMY/IMPOBAH HAy4yHBIM SI3LIKOM, OOOCHOBaHa
aBTOpCKasi Mo3ulus  oOydarorerocst. MoryT —ObITb  [IOMYILEHbI
HeJjoueTbl B ONpeJeNeHUM TIOHSTHUH, WCIIpaBjieHHble CTY/IeHTOM
CaMOCTOSITEJILHO B TIPOLIECCE OTBETA WA C TOMOILBI0 «HABOZSILMX»
BOMPOCOB  mpernofaBaresiss.  OOydaroMcsi  TIPOJIEMOHCTPUPOBaH
BBICOKHI YPOBEHb BJ/Ia/IeHHs1 KOMITeTeHLeH(-samu);

00yuaroIUMCsl [IaH TIO/THBIN, PAa3BEpPHYTHIM OTBET Ha IOCTAB/EHHbIM
BOMPOC, TpOSIBIEHO  yMeHWe  BbIENATh  CYLeCTBEHHble U
HeCylleCTBeHHble TPU3HaKH, MPUUMHHO-CIeACTBEeHHble CBsi3U. OTBeT
YeTKO  CTPYKTYpHUpOBaH, JIOTWYeH, HO eCTb HeJo4yeThl B
(¢opMyMpoBaHUM TIOHSTHM, pellleHWM 33jau. [Ipy oTBeTax Ha
[IOTIOJTHUTEJTbHBIE BOTIPOCHI  JIOMYIIIEHbI HEe3HAUWUTE/bHbIE OLIMOKU.
OO6yuaroIIMCst TIPO/IEMOHCTPUPOBAH MOBBIIIEHHBIN YPOBEHDb B/IaJIEHUS
KOMIIeTeHLeH(-sIM1);

00yuaroIUMCsl  JJaH HeroJiHbId OTBeT Ha BOMpOC, JIOTMKA U
TI0C/Ie/]0BaTe/IbHOCTh M3/I0KEHUs UMEIOT CylljeCTBeHHble HapyIleHHsl.
Honymiensl  rpyOble  OMMOKM TP OMpeAeieHud  CYIHOCTH
pacKphIBaeMbIX TIOHSITHM, SIB/IEHHM, HapyllleHa JIOTHKa OTBeTa, He
cienaHbl  BbIBOABL PeueBoe odopmsieHre TpeOyeT KOPPEKLIUH.
OOyuaroIuiicsl ~ WCMBITHIBAET — 3aTpy/JIHEHWe TP OTBETe  Ha
[IOTIOJIHUTE/IbHBIE  BOMPOChL.  OOyuyaroIuMcst  TIPO/IEMOHCTPUPOBaH
6a30BbIi YPOBEHD BJIaJIEHHUS] KOMITETEHIAEH(-sIMMU);

00yuaroyiics UCTIbIThIBAET 3HAUUTE/IbHBIE TPYJHOCTH B OTBeTe Ha
BOIIPOC, [JIONYCKAeT  CyIlecTBeHHble OLIMOKW, He BajieeT
TePMHHOJIOTHel, He 3HaeT OCHOBHBIX IOHSITHH, HE MOXKET OTBETHUTh
Ha «HABOZsAIIME» BOMPOCH TIperofaBartess. OOyuaromumcs
MPO/IEMOHCTPUPOBAaH HH3KWI YpPOBeHb BJIaJileHHs] KOMIIeTeHLek (-
SAMU).

TecTtupoBanue
Ko/muecTBO BBINO/THEHHBIX TECTOBBIX 3a/JaHUI
91-100%
81-90%
51-80%

50% u menee

KoHTtposbHas pabora
MOKAa3aH BBICOKUH YypPOBEHb 3HAHWUS W3YUYEHHOTO Marepuaga Io
33/JaHHOM TeMe, TIPOSIBJIeH TBOPYECKWUM TIOAXO[ TIpU OTBeTe Ha
BOIIPOCHI, YMeHHe IyDOKO aHa/M3UpoBaTh MpoOjeMy U [Jenath
o6ob1atoiie BBIBO/BI; - paboTa BbIMOJHEHA I'PAaMOTHO C TOUKH
3peHMsl MTOCTABIEHHOMN 3a7lauM, T.e. 6e3 OIIMOOK U HEJOUYETOB WU
JIOTyIIIeHO He OoJiee 0JHOTO HefoYeTa
MOKAa3aH /I0CTaTOUHbIM YPOBEHb 3HAHUS M3YUYEHHOTO MaTepuana 1o
33/]JaHHOI TeMe, TIPOsIBJIeH TBOPYECKUW TIOAXO[ TIpM OTBeTe Ha
BOMPOCHI, yYMEHWe  aHa/JM3UpOBaTh mnpobiemMy U Jenath
o6ob1atoiiiie  BbIBO/IbI; - paboTa BBITIO/IHEHA TOJIHOCThIO, HO

Bbannbl

N WA WU

OneHka

OTnryHO

Xopouio

Y OB/IeTBOPUTE/IBHO

HeyoBneTBopUTeIbHO

OTnnuHO
Xopo1io
Y OB/IETBOPUTE/IbHO
Hey0By1eTBOpUTE/IEHO

OTnryHO

Xopouio



JIOTyIIIeHO B Hel: a) He Oomee ofiHOW Herpy0Ooii ommOKKA M OHOTO
Hezloueta 0) wiu He Oojlee IByX HE/IOUETOB.

TOKa3aHbl ~MHHUMa/lbHble 3HAaHMWS IO  OCHOBHBIM  TeMaM
KOHTPOJIbHOM paboThl; - BBINOHEHO He MeHee IMOJIOBUHBI PaboThI
WU JOMYIeHbl B Hell:

a) He Oosiee ABYX rpyObIx ommimbok, 6) He Oosnee omHOU rpyOOI
OMOKKA M OFHOTO HeJoueTa, B) He 0Oosiee [JBYX-TpeX HerpyoObIxX
ommboK, T) onHa Herpybas ommbka W TPU HeJoYeTa, 1) TIpH
OTCYTCTBHH OIIMOOK, 4-5 He[0UeTOB

YHC/I0 OLIMOOK M He0YeTOB MPEBOCXOAUT HOPMY, IIPHU KOTOPOH
MOXKET OBITb BBICTAB/IEHA OI[EHKA «y/OBJIETBOPUTELHO» WK €C/TH
MpaBU/IbHO BBLIIOJIHEHO MeHee TIOJIOBUHBI paboTe; - eciu
oOyuarolyiics He TIPUCTyal K BBIIOJHEHWIO pPaboThl WM
MPaBWILHO BBIMOHKI He 6ojiee 10 MPOLIEHTOB BCeX 3a/laHui

l'[paKaneCKne 3daHUA, KeHChbI

NIPO/IEMOHCTPUPOBAHO PaMOTHOe I10C/Ie/i0BaTe/IbHOe — pelleHne
3alau (3afjaHui) IpY TPaBW/ILHO BbIOpAaHHOM anroputMe. JlaHbI
BepHble OTBETHI Ha BCe BOIPOCHI U yCJIOBHUS 3ajau (3azanuit). [Ipu
HeoOXOJMMOCTH C/ie/laHbl TIOSICHEHHSI U BBIBO/IBI (COZiepyKaTeNbHbIe,
JOCTAaTOYHO TIOJHBble, TIPABW/IBLHBbIE, YUHUTHIBAKOLIE CHeLu(UKY
npo0JieMHOM CUTyallid B 3aflaue WM C He3HaYuTelbHbIMU
oIIMOKaMm);
IpaMOTHOe II0C/IefioBaTe/IbHOe pellleHWe 3afiad  (3afaHuil) mpu
NpaBU/IbHO BbIOPaHHOM anroputMme. OfHaKO, OTBETHI HA BOIPOCHI U
yCaoBUS 3a371au (3aJaHui) cofiep>KaT He3HAauWTe/bHbIe OIIUOKU.
I[TosicHeHUsI ¥ BBIBOJIbI OTCYTCTBYIOT WY [JaHbl HEBEPHO
00yuaroIIniics OpHUeHTHPYeTCs B MaTepHane, HO TMPUMEHSET ero
HEeBepHO, BHIOMpAeT HETPaBWIbHBIA aJNrOPUTM peLIeHHsT 3a/au
(HeBepHBIE WCXO/IHBIE JlaHHbIe, HeBepHas I10CJIe/|0BaTe/IbHOCTh
pelleHuss U Ap. OWIMOKW), AomyckaeT ommOku. IlosicHeHuss u
BBIBO/IbI OTCYTCTBYIOT W/ [JaHbl HEBEPHO
obyuartoiuiics cnabo OpUEHTHUpPYeTCs B Martepuane, BbIOMpaeT
HeIpaBW/IbHBIA aArOpUTM pelleHus, JOIMyCKaeT 3HauWTebHOe
KOJIMYeCTBO BBIYHC/UTENbHBIX OIIUOOK. ITosicHeHHs W BBIBOJBI
OTCYTCTBYIOT

Joxnap, pedepar, scce
CooTBeTCTBHe 1e/IM U 3afiauaM JUCLUIIINHBI, aKTYaJbHOCTb TeMbI
W paccMaTpuBaeMbIX IIpobjeM, COOTBETCTBHE  COZEpP>KaHHs
3asiB/IEHHOM TeMe, 3asiBjieHHash TeMa TIOJIHOCTBIO — PAacKphITa,
pacCMOTpeHHe  JUCKYCCHOHHBIX  BOIPOCOB 10  Tpobieme,
COTIOCTABJIEHBI pAa3/IMYHbIe TOUKHW 3peHHs 0 pPacCMaTpHUBaeMOMY
BOMPOCY, HAy4YHOCTb  SI3bIKA  WM3/IOKEHWs], JIOTUYHOCTb U
TOC/IeIOBaTe/IbHOCTh B U3JIOKEHUM MaTepuana, KOJIUYeCTBO
WCCJIeJOBAaHHOM JIMTEPATypPhl, B TOM UMC/Ie HOBEHIINX WCTOUHUKOB
no rmpobsemMe, UETKOCTb BBIBOAOB, OdopmeHHe  paboThI
COOTBETCTBYET
TipebsIB/IsieMBbIM TPeOOBaHHUSIM.
CoOTBeTCTBHe Le/IAM U 337lauaM JUCLIUTUIAHBL, aKTYaJbHOCTb TeMBI
W pacCMaTpUBAaeMbIX TIpOOJeM, COOTBETCTBHUE  COZIEP>KaHHUS
3asIBJIeHHOM TeMe, HayYHOCTh SI3bIKa M3/I0’KEHWs], 3asiB/IeHHas TeMa
pacKpbiTa  HeJOCTaTOYHO TIOJHO, OTCYTCTBYIOT  HOBeMIMe
JIUTepaTypHble UCTOUHUKY IT0 npobsieme, rpy odopmaeHUn paboThl
HMEIOTCS HeJJOUEeThI.
CooTBeTcTBHe LjeJIsIM U 33Jja4aM JUCLIUIUINHBL, COZlep>KaHHe paboThI
He B TIOJITHOM Mepe COOTBETCTBYeT 3asB/IeHHOW TeMe, 3asBieHHas
TeMa paCKpbiTa HEJOCTATOYHO TIOJTHO, HWCIO/IBb30BaHO HeOosIbIIoe
KOJIMUeCTBO HAyUHBIX WCTOYHMKOB, HapylleHa JIOTUYHOCTb U
TOC/IeIOBaTe/IbHOCT B HM3/I0)KEHWM Marepuasa, npu odopmieHnn
paboThl UMEIOTCS HeZloueThl
PaboTa He COOTBETCTBYyeT Le/fsIM U 3afilauaM [JUCLWIUIVHEL
cofiepkaHde paboTbl He COOTBETCTBYeT 3asBIE€HHON TeMe,
coziep>kaHre paboThl M3/I0’KEHO He HaYYHBIM CTHJIEM

y,[[OBf[ETBOpI/ITEIIbHO

HeynoBneTBopUTebHO

OTnryHO

Xopoto

Y OB/IeTBOPUTE/IBHO

HeynosnetBopuTenbHO

OTnryHO

Xoporo

Y 0B/IeTBOPUTEIBHO

HeyoBneTBopUTeIbHO



9.4. TIporeaypa npoMe>XyTOUHOM aTTeCTalu1

Ipoyedypa npomedicymouroli ammecmayuu 6e3 0onoaHUMeAbHO20 ammecmayuoHHO20
ucnblmdaHus.

dopma M yc/ioBUSI TIPOBeJileHUs] 3aueTa MO JAWCLUIUIMHE OIpejersieTcs BeAyLIUM ee
riperiofiaBaTesieM U IOBOJIUTCS 10 CTYZIeHTOB Ha MIepBOM 3aHSITHH.

OcobeHHOCTBIO TIPOBeZIEHHS] TIPOMEKYTOUHOW aTTecTaliud B (opMme 3aueTa sIBJISETCS
BO3MOKHOCTh (POPMMPOBAaHUSI UTOTOBOH OIIEHKH I10 pe3y/bTaTaM TeKYIero W pPyOe)KHOro
KOHTpOJIs1, 6e3 HerocpeICTBEHHO c/jauu ero B (hopMe YCTHBIX OTBETOB Ha BOTIPOCHI.

[Togo6Hast hopma 3aueTa TIpeAyCMOTPeHa /s TeX 00YyJaroluXCs, KOTOPbIe B ITOJIHOM
00BbEMe M3YUM/TU JUCLIMIUIMHY M TIPUHKMAJIK yJacTHe BO BCeX popMax TeKyIero u pyOoeskHOoro
KOHTPO/JISl, UMEIOT He MeHee 5/7 TeKYLLHUX OL€HOK.

3aueT win AuddepeHIMPOBaHHBINA 3aueT I10 JAUCLIUIIMHE OCHOBBIBAeTCS Ha COBOKYITHOM
OLIEHKe pe3y/IbTAaTOB TEeKYI[ero W PyOe)XKHOro KOHTPOJIS IO JAHHOW AWUCIMIUIMHE (OTpoca,
TeCTUPOBAHUS, BBITIOJIHEHUS TIPAaKTHUeCKWX 3aflaHuil W KelCOB, KOHTPOJIbHBIX pabor,
TO/ITOTOBKU JJOK/Ia/I0B, pedepaToB U T.I1.).

Bce ouLleHKd TeKylero u pyOeXHOro KOHTPOJs, KOTOpble TIOJyuwsa CTY/eHT,
BbIp@)XeHHbIe B 0aiiaX, CyMMUPYIOTCS W TIPOBOJATCS K CpeaHeMy 3HaueHuto. Tabsuija
repeBo/ia CpeHUX 3HaUeHU B IPOMEXKYTOUHYIO OLIeHKY T0 JUCLUIIMHE:

Cpeausini  oneHka mno uroram OneHka nmo OleHKa «3a4TeHO0-He3auTeHOo»
TEKYIero u py0e)xHoro KOHTpPOJIst nucddepeHIMPOBaHHOMY 3a4eTy
> 4,5 OTJIMUHO 3auTeHOo
>3,7u<4,5 XOpOIIO 3aUTEeHO
3,0 u < 3,7 ipu OTCYTCTBUU XOTS ObI YZOBJIETBOPUTE/ILHO 3auTeHO
OJTHOM Hey/I0B/IeTBOPUTETHHOM OIIeHKU
< 3,0 uam NpUCyTCTBYET XOTs ObI O/1HA HEYJJOBJIETBOPUTE/TLHO He3auTeHo

HeyJOB/IeTBOPUTE/IbHAs OLIeHKa 3a
KOMITIOHEHTHI KOMHETEHL{I/Iﬁ.

Ha ocHoBaHuM KpuTepueB W TOKa3aTeseill OLeHMBaHMS, YCTAaHOBJ/IEHHBIX IO pa3HbIM
(dopmMaM Tekyiiero U pybeXHOTO KOHTPOJIs, CTYZEHTY BBICTABJSIETCS OIIEHKA «3auTe€HO» WU
«HEe3auTeHO», KOTopas 3aHOCHUTCS B 3aueTHYI0 BeJOMOCTb M 3ayeTHYI KHIDKKY CTyZJeHTa
(TOTBKO ec/iu «3auTeHo»).

IIpoyedypa npomesrcymouHoli ammecmayuu ¢ OONoAHUMeAbHbIM AMMmMecmayuoHHbIM
ucnblmaHuem.

[l Tex CTYy[EeHTOB, KOTOPbIM He MOXXeT ObITh BBICTaB/IeHA WTOrOBasi OIlEHKA II0
pe3yJ/ibTaTaM TeKylllei yclieBaeMOCTH, TIpeJlyCMaTpUBaeTCs cZiaua 3aueta B (hopMe BBIMIOTHEHUS
TEeCTOBBIX U  TIPAKTUKO-ODUEHTHMPOBAHHBIX 3afjaHuii 1o aucuurimie (cm.  POC).
[Tpopo/KUTENBHOCTE TeCTUPOBAHUS - 30 MUHYT.

I[1pu npoBeZieHNM KOMIBIOTEPHOT'O TeCTUPOBAHUS OLIeHKA pe3y/bTaTOB OMpefie/sieTcs 1o
cymMe 6ariioB, TIOJYUYeHHBIX 3a MPABU/ILHO BBIMOJIHEHHbIE TeCTOBbIE OLIEHOUHbIe 3a/IaHusl.

OtleHKa «OT/IMYHO» BBICTABIISIETCS, eCi o0yyJarormMcs Habpaxo ot 85 o 100 6anios;

OLleHKa «XOpOIIio» — oT 67 1o 84 6asos;

OlLIEHKA «Y/IOBJIETBOPHUTEbHO» — OT 50 10 66 6annos;

OLIeHKa «HEeY/JJOBJIETBOPUTETbHO» — 49 6asioB 1 MeHee;

«3auteHo» — oT 50 7o 100 6anos;

«He 3auTeHo» — 49 6asIoB U MeHee.

OueHunBaHre 00yyYaroIerocsi Ha MPOMEKYTOYHOM aTTecTariuy B popMe 3adeTa/sK3aMeHa
OCYILIeCTBJISIETCSI B COOTBETCTBUU C KDPUTEPHUSIMM, TIpeCTaB/IeHHbIMA B Tabmiuile, U HOCUT
OannbHBIN XapakTep.



9.5. Kputepun onjeHKH 00pa3oBaTe/IbHBIX Pe3y/IbTAaTOB 00yUYaKOIIMXCA Ha 3aueTe (3auere C
OLIeHKOH, 7K3aMeHY) N0 AUCIHILINHE:

Pe3ynbTar 3auéra
3a4TeHo, 5, OTIMYHO

3auTeHo, 4, xopoiio

3d4TEeHo,
YAOB/1€ETBOPUTE/IBHO

He 3a4TeHo, 2,
YAOB/IETBOPHUTETHHO

He

KpuTtepuu orjeHKH 00pa3oBaTe/IbHBIX Pe3y/IbTaToB
Pe3ynbTaT «3aurTeHo, 5 (OT/MYHO)» BBLICTAB/sETCS OOYJarOLMMCS, eCiId
pedTHHrOBast oLjeHKa (CpeAHuid 0asi) ero TeKylled aTTecTalyy Mo AUCLUITIAHE
BXOJJUT B JJAHHBIN Juaria3oH. [1pu 3ToM, 00ydaroluiics Ha YUeOHbIX 3aHSTHIX U
M0 pe3y/bTaTaM CaMOCTOSITEIbHOM pabOThl /IeMOHCTpPUpPOBan Triaybokoe u
MIpOYHOe yCBOeHue NIPOrpaMMHOI0 MaTepuana, HcuepnbIBaollle,
ToC/1efloBaTe/IbHO, YETKO U JIOTHUYeCKH CTPOWHO M3/1arajl ero Ha 3aHsTHsIX, yMell
TECHO YBSI3bIBaThb TEOPUIO C MPAKTHUKOH, CBOOOJHO CHpaB/sICs C 3afadamy,
BOIPOCAaMH U JAPYTMMH BHZIaMM TIpUMEHeHUs! 3HaHWH, PUUéM He 3aTPYAHSUICS C
OTBETOM TIpU BU/IOM3MEHEHWH 3a/laHdi, HCIO/Mb30Bal B OTBeTax yuebHO-
METOJMUeCKMi Marephajg He TOJBKO W3 OCHOBHOM JIMTEepaTyphl, INPaBUIbHO
000CHOBBIBA/ TIDUHATOE pellleHWe. YueOHble [OCTH)KEHHUS B CEMEeCTPOBBIN
MepuojJi, M pe3y/bTaThl PYOEXHOr0 KOHTPOJIST JIEMOHCTPUPOBANM BBICOKYIO
CTeleHb OBJIaJleHus] IPOrpaMMHbIM MaTepuaIoM.
WToroBass mpoMe)XyTOuHasi OLleHKa II0 /JUCLMIVIMHe OIfpefesseTcs Kak
cpefHeapudMeTHUeCKOe 3HaUeHHe OL[eHOK IO TeKYyIlel aTTecTaliuy (Ha 3aHATHIX
U 1O pe3yjbTaTaM BBITIOJTHEHUSI KOHTPOJIBHBIX 3aJaHUi) U TIPOMEXYTOUYHOM
(3auerT, 3auéT C OIeHKOM, FK3aMeH) arTectalun. KomrereHIUy, 3aKperiéHHbIe 3a
JVICLIUTZIMHOM, C(OPMHPOBAHBI HA YPOBHE — BBICOKHI.
Pe3yabTaT «3auTeHo, 4 (XOpOIII0)» BBICTAB/IAETCS 00YUaroIeMycs, eC/Id CpeJHHM
Gasin ero Tekylleil aTTecTaly N0 JUCLMIVIMHE BXOAWT B JaHHBIN JUanas3oH (>
3,7 u < 4,5). I1pu 3T0M, 00OyuUaromMiics Ha yueOHBIX 3aHATHSX U TI0 pe3yJ/bTaTam
CaMOCTOSTe/bHON paboThl [1eMOHCTpPUpPOBa/ TBEpJOe 3HaHWE MaTepHuaa,
rpaMOTHO U TIO CYIeCTBY H3/aral ero, He JOIMyCKald CylecTBeHHbIX
HETOUHOCTel B OTBeTe Ha BOMPOC, ITPaBW/ILHO TIPUMEHSLI, UCII0/Ib30Bal B OTBETax
yueOHO-MeTOANUECKUH MaTepual HWCXOAs W3  CHeUU(UKH MpaKTUYeCcKUux
BOIPOCOB U 3a/ia4, MPOJEMOHCTPUPOBAJ BiajieHne HeoOXOAWMBIMU HaBbIKAaMU U
TIpUEMAaMH WX BBITTOJTHEHUs. YueOHbIe JOCTWKeHUs B CEMeCTPOBBIA Tepuos U
pe3y/bTaThl pPyOeXHOrO KOHTPOJISI IPOJIEMOHCTPHPOBA/l XOPOLIYH CTeleHb
OBJIa/IeHNs1 TIPOTPaMMHBIM MartepuanoM. VIToroBas MpoMe)XyTOYHasi OLleHKa I10
JUCLIUIZIVHE OTIpeZie/isieTcsl Kak cpefiHeapu(MeTHUecKoe 3HaueHHe OLIeHOK I10
TeKylllell arrecTayuu (Ha 3aHATHSIX M TI0  pe3y/bTaTaM  BBINOJIHEHUs
KOHTDOJILHBIX 3aZIaHWI) M TIPOMEKYTOUHOU (3auer, 3auéT C OIeHKOM, JK3aMeH)
aTTecTalyy.
KomrmereHryy, 3akperiéHHble 3a JUCLIMIUIMHOW, COpPMHpPOBaHBI Ha YpOBHE —
XOpOLIMH (CpefHMA).
Pe3ynbTaT «3auTeHo, 3 (y[OBNETBOPUTEBLHO)» BBICTAB/sIeTCS 00ydJarolieMycs,
ec/y cpefiHUM Oan ero TeKyIlel aTrTecTalyy 10 JUCLUIUIMHE BXOOUT B JaHHBIN
muara3oH (3,0 u < 3,7). Ilpu 3ToM, 0OyuaroLuiicss Ha yueOHBIX 3aHSATUSX U TIO
pe3y/bTaTaM CaMOCTOSITeJIbHOM pabOTBl /IeMOHCTPUPOBAN 3HaHWS TOJIBKO
OCHOBHOTO MaTepuaia, TP 3TOM, OH He YCBOWJI ero JeTtasei, [OoIycKanl
HETOUHOCTH, HeJOCTaTOYHO IpaBWIbHBIE  (OPMY/IMPOBKH,  HapyIIeHHs
JIOTUYeCKOW T10C/Ie/JOBaTe/IbHOCTH B W3JIOXKEHHMM TIPOrPaMMHOTO MaTepuana,
WCTIBITBIBAN 3aTPYZHEHWs TIPH BBITIOJHEHUM TIPaKTUYeCKuX pabor. YueOHbIe
JOCTIDKEHUs] B CEeMeCTPOBbI IIepuoj, M pe3y/bTaThl PyOeKHOro KOHTPOJIS
TIPO/IeMOHCTPUPOBal [JOCTaTOUHYO (Y OB/ETBOPUTE/LHYIO) CTelleHb OBJafileHUs
NporpaMMHBIM MaTepuasioM. VIToroBasti mpomMe)xyToyHasi OL{eHKa 10 AUCLUIIIHE
oripefiesisieTcsi Kak CpeAHeapu(MeTHUYeCKOe 3HaueHHWe OLeHOK TI10 TeKyleH
aTrecTalid (Ha 3aHATUSIX W 10 pe3ysbTaTaM BBINOJHEHUS KOHTPOJbHBIX
33/laHui) U TPOMEXYTOYHOM (3aueT, 3auéT C OLIEHKOM, SK3aMeH) aTTeCTaluu.
KomrmeTeHryy, 3akperyiéHHble 3a JUCLIMTUIMHONW, COpPMHPOBaHBI Ha yYpOBHE —
JIOCTaTOUHBIM.
PesynbTaT «He 3auTeHo, 2 (He Y/IOBJIETBOPUTENBHO)»  BBICTAB/SAETCS
oOyuarolieMycs, eclii CpefHUM Oans ero Tekyljeld aTTeCcTalU 10 JUCLUIUIMHE
BXOJUT B JaHHbId auana3oH (< 3,0). Tlpu 3tom, oOyuaromuiics Ha yueOHbBIX
3aHATHAX WM [0 pe3yJibTaTaM CaMOCTOSITebHOM paboThI MPO/eMOHCTPHUPOBA
He3HaHWe 3HAUMTEeJIbHOM YacTW TMPOrpaMMHOIO  MaTepuana, JIOMyCKal
CyILeCTBeHHbIE OLIMOKU, HEYBEDPEHHO, C OOJBLIMMY 3aTPyJHEHUSIMUA BBITIOTHSIIT



npakTHueckre paboTel. Kak TpaBW/Io, «He 3auTeHO» CTaBUTCSA O0YYaroIuMmcs,
KOTOpBIE He MOTYT MpPOJAO/DKUTL 00yueHHe 0e3 [OMOTHUTENBHBIX 3aHSATHHA T10
COOTBETCTBYIOIIEH JUCLUIIMHE. YueOHble JOCT)XEHUS B CEMECTPOBBIM TEpHO/
U pe3ysibTaThl pyOeXXHOTO KOHTPOJS TIPOAEMOHCTPUPOBAN  HEBBICOKYHO
(HeOCTaTOUHYIO) CTereHb OBJA/IEHWs] TPOrPAaMMHBIM MaTepuanoM. VToroBas
MIPOMEXYTOUHast OLIeHKa 1o TUCLIUTUTUHE oTipe/ieNnsieTCst KakK
cpegHeaprdMeTHUECKOe 3HaUeHHe OL[eHOK TT0 TeKYIIel aTTecTaruy (Ha 3aHATHSIX
U TI0 pe3yJibTaTaM BBITIOJHEHHST KOHTPOJIbHBIX 33/JaHUM) W TIPOMEKYTOUHOU
(3auet, 3auéT C OLIEHKOM, 9K3aMeH) aTTecTalu. KoMmrmeTeHLWH, 3aKperiéHHbIe
3a UCIUIUTHHOMN, CGhOpPMHUPOBAHBI Ha HEJAOCTAaTOUHOM YPOBHE WM He
chopMUPOBaHBI.

9.6. CooTBeTCTBHE YPOBHS 0CBOCHUS KOMIIEeTEeHL[UM IVIAHMPYyeMbIM pe3y/ibTaTam
00yJeHHs M1 KPUTEPHUAM UX OL[eHUBAaHUS

Kop Copep)xaHue KOMIIeTeHIUU
YK-4 CriocobeH OCyIIIeCTB/ISTh [IE/IOBYH0 KOMMYHHKALIMI0 B YCTHOM M TMHMCbMEHHOW (opmax Ha
rocyZiapcTBeHHOM si3bike Poccuiickoit ®efepaliyiv 1 MHOCTpPaHHOM(bIX) s13bIKe(ax)
INoka3aTesb KpuTepuu onieHUBaHUA
oLleHHUBaHUs/pe3y/IbTaT
B 06yerms 2 3 4 (xopoIo) 5 (oTyIaHO)
(HeyOB/IeTBOPUTE/IBH = (YAOB/IETBOPUTE/THH
0) 0)
3uaer He 3nHaer: npuHuumnel | [JemMoHCTpUpyeT HemoHcTpupyeT | BiazieeT mosiHOM
TIOCTPOEHUS YCTHOTO M | TOJbKO  YaCTUYHbIE = 3HAHUSA U | cucTeMoi
MHMCHEMEHHOTO 3HaHUSI U TIOHMMaeT: | IIOHHMaeT: 3HaHUM u
BBICKa3bIBaHUS Ha | TPUHLIUIIBI TIPUHLIUTIBI TIOHVIMaeT:
roCy/JapCTBEHHOM ¥ | IIOCTPOEHMS YCTHOTO & IIOCTPOEHUS TIPUHLIUTIBI
WHOCTPAHHOM SI3BIKAX; | W MMHMCbMEHHOTO | YCTHOTO W | TIOCTPOEHUS
TpeOOBaHMUS K J€JIOBOM | BBICKA3bIBaHUS ~ HA | MUCBMEHHOrO YCTHOTO u
YCTHOW W MIMCBMEHHOM & TOCy/JapCTBEHHOM U | BBICKA3bIBAHUS MMUCHbMEHHOTO
KOMMYHUKaLUU MHOCTPaHHOM Ha BbICKa3bIBaHUS
sI3bIKaX; TpeOOBaHUSI = TOCYAAapCTBEHHO & Ha
K [IeJIOBOM YCTHOM U = M U | TOCYyZapCTBEHHO
MMUCbMEeHHOU MHOCTPaHHOM M u
KOMMYHHUKaIX SI3BIKAX; WHOCTPaHHOM
TpeboBaHUSI K | sI3bIKaX;
JIeJIOBOM YCTHOM = TpeboBaHMsA K
U TMCbMEHHON | [IeJIOBOM yCTHOM
KOMMYHHUKallUd = ¥ IHUCbMEHHOMH
KOMMYHHUKaIUU
Ymeer He ymeer: npumensTts | [lemMoHCTpUpyeT JeMoHCcTpUpyeT | YMeerT:.
Ha MpaKTHKe YCTHYIO M | TOJBKO ~ YacTUYHOe = yMeHUe: TPUMEHSITh ~ Ha
MMMCHbMEHHYIO /IeJIOBYIO = YMeHWe: TMPUMEHSTh TPUMEHSATh Ha  IPAKTUKe
KOMMYHUKAIHAIO. Ha MPAaKTUKe | TIPAKTHKe YCTHYHO u
YCTHYIO U | YCTHYIO U | THCbMEHHYIO
MTUCHMEHHY0 MTUCbMEHHYIO JleJI0BYIO
JleJI0BYIO JleJI0BYIO KOMMYHHKaIHIO.
KOMMYHHKAIHIO. KOMMYHHKAIHIO.
Bnapgeer He ByazeeT: | [leMoHCTpUpyeT JemoHcTpupyer | Bnageer B
MEeTOAUKOU TOJMBKO  YaCTUYHOE & BiajieHue: TOJTHOW ~ Mepe:
COCTaB/IeHUSA BJIa/IeHUE: MeTOAUKON MeTOAUKOU
CyX|eHusI B MeTOJWKOMN COCTaBJIEHUST COCTaBJIeHUS
ME>KTMYHOCTHOM COCTaBJIeHUS CyXK/IeHUsT B | CYXXZeHUus B
[IeJIOBOM OOILEHWH Ha | CyXK/eHUs B | MEXJIMUHOCTHO | MEXJIMUHOCTHO
roCy/JapCTBEHHOM ¥ | MEeXJIMUHOCTHOM M JIleJIOBOM | M JleJIOBOM



WHOCTPAaHHOM $I3bIKaX, | JIeJIOBOM  OOILeHHM | OOIIeHUH Ha oOmeHnn Ha
d TIpUMeHeHreM = Ha TOCYZIapCTBEHHO | TOCYZAapCTBEHHO
a/leKBaTHBIX SI3bIKOBBIX | [OCYZJapCTBEHHOM U = M u M U
¢dop™ U cpeacTs HMHOCTPaHHOM HMHOCTPaHHOM HWHOCTPaHHOM
sSI3bIKax, C | s3BIKaXx, C | sI3BIKaXx, C
NpUMeHeHreM NpUMeHeHreM NpUMeHeHreM

a/leKBaTHBIX
SI3BIKOBBIX (OPM U
CpeSCcTB

a/IeKBaTHBIX
SI3BIKOBBIX (hOpM
Y CPeJICTB.

a/IeKBaTHBIX
SI3BIKOBBIX (hOPM
Y CPeJCcTB

10. O1eHOUHBIe CpeACTBa [/isl IPOBeieHUs1 KOHTPOJIA yCIIeBaeMOCTH ¥ MPOMeKyTOUHOM
arTecTanuy 00yYarIUXCcs M0 JUCHHIUIAHE 10 JUCIUIITHHEe

@ony otleHOUHBIX cpefcTB (fmanee — POC) sBsSETCS HEOTHEM/IEMOM YacThi0 paboueid
TIPOrpaMMbl JUCLIUTI/TMHBI U OCHOBHO# 1pogeccroHaibHOM 00pa3oBaTe/ibHOM TIPOTrPaMMBI.
@OoH/I OLIEHOUHBIX CPEJCTB TMpE/CTaB/IsseT COO0M KOMIUIEKC YyueOHBbIX —3aflaHuUMH,
npe/iHa3HaueHHbIX /i1 W3MepeHUsi YPOBHs JOCTWKeHWM 0O0yuarolyUMcsi YCTaHOBIEHHBIX
pe3y/bTaTOB OOyYeHUsi, W WCII0/Ib3yeTCs TIPU TPOBEJEHUN TeKYIed W TMPOMEeXYTOUHOH
aTTecTalyy (B epro/ 3a4ueTHO-3K3aMeHalMOHHON CeCCUH).
Llene ®OC — ycTaHOB/IeHWE COOTBETCTBUSI YPOBHSI TIOJITOTOBKM OOyYaromMXcs Ha
JIAaHHOM 3Tarle 00yueHUs TpeboBaHUsIM paboueli MPOrpaMMbl AUCLIUTUIMHBL.
OcHoBHbIME 3aiaduamu ©@OC 110 yueOHOM AUCIUIITHHE SBIISFOTCS:
KOHTPOJIb JOCTW)KeHUM Liesield peanu3aiuu Ol — ¢popMupoBaHre KOMITeTeHLIUM;
KOHTPOJIb Tpoljecca TprobpeTeHus: 00yJarolMMcs HeoOXOIUMBIX 3HaHUHM, YMEHHUH,
HaBBIKOB (BJIaZleHNs/OMbITa JesITeJIbHOCTH) M YPOBHS C(HOPMUPOBAHHOCTH KOMIIETEeHLM;
OLIeHKa /IOCTI)KEeHHH 00yJaroIerocs;
obecrieyeHre  COOTBETCTBUS  pe3y/bTaTOB  OOyueHUs
npodecCHOHaNBbHON  eSITeTbHOCTA —uepe3  COBEpIIeHCTBOBAaHWE MeTO/I0B
obpa3oBaTe/ibHOM TIpotiecce.

3ajauaM  Oymyiieit
oOyueHuWss B

10.1. TunoBble KOHTPO/IbHBIE 33/JaHU J/Is1 IPOBEIEHUS TeKYIel/py0e)XHO! aTTecTauu
Mo AUCHUII/IMHE (MOJY/II0).

IIpumMepHBbIi NepeyeHb TeM (AOK/IaA, pedepar 3cce)

IIpuMepHBbIe TeMbl JOK/1aJ0B — He IIPeAyCMOTPeHbI
IIpuMmepHbIe TeMbl pedepaToB — He MpeyCMOTpPeHbI

ITIpuMepHBbIe TeMbl 3cce.

1. Hanwmimre nrcbMO-TI03/IpaBjieHHe CBOUM K/IMEHTaM C y4eToM TpebOBaHUI K /Ie/TIOBOMY
CTWIIO OOILIeHUs U TPaZMLIMsAM T03/]paB/ieHtsl B aHII0513bIUHBIX CTPaHaX.

2. Tlpouwuraiite peknamHoe 00bsiB/ieHHe it OyAyIMX BBITYCKHUKOB By3a O BaKaHCHUHU B

komraHuu Knapka Xymnepa. 1o aHanoruu ¢ npeApiayliMu ripuMepamu coctasbTe CV 1
COTIPOBO/IUTE/IbHOE TIMCbMO, KOTOpble HeoOXOJMMO OTIIPAaBUTh B KOMITAHWIO Ha UMSI
Muiiesnis XokuH. [etanu 6uorpaduu MOTYT ObITh BBIMBIIIEHHBIMHM, HO KaHAWJAT Ha
JIOJDKHOCTB JI0JKeH ObITh CTY/JEHTOM CTapliiero Kypca yHUBepCUTeTa.

3. Harmumte nuceMo B KoMmanuio NTG ¢ mpock00ii pacCMOTpeTh MPUIOXKEHHBIN MPOEKT
KOHTpakKTa.

Write a covering letter to NTG Industries sending a draft contract as an enclosure. NTG
is an English firm located in Edinburg, Mortimer Street, 101. Ask the firm to consider the



draft and to make the necessary alterations.

TurnoBble KOHTPOJIBHBIE 3a/IaHUS [I7IsI TIPOBE/IEHUST pyOeXXHOTO KOHTPOJIS TI0 AUCIIUTIHHE
(Monynto).

KonTponbHas pabora Nel
Bapuanr 1
1. Read and translate the text from English into Russian (cm. ITpunoxenue 1)
2. Speak on the topic in accordance with the card (cm. IIpunoxenue 2)
BapwuanT 2
1. Read and translate the text from English into Russian (cm. ITpunoxxenue 1)
2. Speak on the topic in accordance with the card (cm. [Ipuno>xenue 2)

KonTposbHas pabora Ne2
Bapwuanr 1
1. Read and translate the text from English into Russian (cm. ITpunoxenue 1)
2. Speak on the topic in accordance with the card (cm. I[Ipunoxenue 2)
BapwuanT 2
1. Read and translate the text from English into Russian (cm. ITpunoxxenue 1)
2. Speak on the topic in accordance with the card (cm. Ilpunoxenue 2)

10.2. IIpumepHbIU nepeyeHnb TeCTOBBIX 3aJaHuH A
TeKYI1|ero/py0e)xHoro/mpoMe)xyTo4HOr 0 KOHTPOJIsA

CucreMa o1leHMBaHUS TECTOBBIX 3a/laHUM

Twunbl 3aganuii Bpemsa Pe3yabTar onjeHMBaHus
BBINO/THEHH (0an1bl, MOTyYeHHBIE 3a BHINOTHEHHE
51 3ajaHUH 3a/laHusA/XapaKTepUCTUKA NPaBU/ILHOCTH 0TBETA)
(MuH.)

3ajaHde  3aKpeITOr0 TUMA C 2 CoBnafZieHre C BEpHbIM OTBETOM OLIeHHBaeTcsa 1 6asiom;
BbIOOPOM OJJHOTO BEPHOTO OTBETa HeBepHBbII OTBeT UK ero oTcyTcTBUe — 0 6a/uIoB.
3aflaHie  3aKpbITOrO TUMA C 3 [TonHoe coBmajeHue C BepHbIM OTBETOM OLleHUBAeTCs 2
BbIOOPOM 2 BapMaHTOB OTBeETA Gannowm;

ecnu gonyieHa 1 onmbku — 1 6amn
6osee 1 omMbKY WM OTBET OTCYTCTBYeT — 0 HasiIoB.

3ajaHue OTKpBITOTO TUMAa Ha 4 [TonHbIA MpaBUIBbHBIA OTBET Ha 3a/laHye OLleHWBaeTcs 2
JIOTIOJTHEHUE CUMTaeTCsl BepHbIM Oasutamuy;
eC/Td [IOMyIIeHbl OMIMOKM WM OTBET OTCYyTCTByeT — 0
GanioB
3ajaHyde 3aKpLITOrO THUMA Ha 6 ITosHOe coBMazieHWe C BepHbIM OTBETOM OLieHHWBaeTcs 3
yCTaHOBJIEHe COOTBETCTBUS Ganna;

ecsu gonyieHa 1 ommbka — 2 6aa, e JOMyIIeHbl 2
oMbk -1 6asi, ecu JomylieHb! 6omee 2 OMMOOK WA
oTBeT OTCyTCTBYeT — 0 6asioB.
3amanHue 3aKpBITOTO THIa 5 CoBriafieHre C BEPHBIM OTBETOM OLIEHUBaeTCs 5 6asiios;
(TIpaKTHKO-OpHEeHTHPOBaHHbIE HeBepHBIM OTBeT WK ero oTcyTcTBUe — 0 6a/IoB.
3a/laHus1, KeHCh)

[TprMepHBIe TeCTOBBIE 3a/laHKUS

II/H Homep IIpaBuU/IbLHBIN 0TBET Cojiep>xanue Bompoca
3ajaHusA
1. YK-4.21 C 6: 00 ytpa go 12: 00 gust YKakuTe BpeMeHHOU [juarna3oH, B KOTOPOM



10.

YK-4.22

YK-4.23

YK-4.24

YK-4.25

YK-4.26

YK-4.27

YK-4.28

YK-4.29

YK-.4.30

Agenda

NDA

Surveys

Requirements

Presentation

Small

Profession

Recruitment

CnpocuTs/mioripocuts — Ask
Cka3zarb/miepegats — Tell
Hamomuuth — Remind
OTtBeTUTHL — Answer

YMECTHO ynoTpebsaTh ¢ppasy «Good morning».
1) C6:00ytpa go 12: 00 gus
2) C8:00ytpa o 12: 00 aus
3) C4:00ytpa 10 9: 00 gus
4) C8:00 yrpa mo 14: 00 gus
Bribepute nepeBo/; CJIOBOCOUYETAHHS «TIOBECTKA
JTHSI»:

1) Agenda
2) Notice of meeting
3) Motions
4) Minutes

BribepuTe cokpalieHye, KOTOPOe MOXKeT
TIPUMEHSTHCS TIPY HalMCaHUU PaboumX MUCeM U
0003HauaeT «CorialleHne O HepasTIalleHUI»:

1) NDA
2) WFH
3) TTYL
4) LMK

Bribepute c10Bo, 0603HaUarolIiee ONMpockl Kak
THIT 00IIeHNMs B paMKax OM3HeC-KOMMYHHKAL[UHU:

1) Surveys

2) Forum boards

3) FAQs

4) Reports
Bri6epuTe BepHBIi IIepeBO/ C/I0Ba
«TpeboBaHUs»:

1) Requirements

2) Responsibilities

3) Skills

4) Abilities
BocnonnuTte nponyck. B kauecTBe oTBeTa
yKaXuTe
OJJHO CJIOBO Ha aHT/IMICKOM SI3bIKe:
[JleMOHCTpaLMOHHBIE MaTepHaIbl /IS
My6/IMUHOTO
BBICTYIUIEHUSI — 3TO
BocronHuTe TIporTycK. B KauecTBe oTBeTa
yKaXKuTe
OJJHO CJIOBO Ha aHITIMICKOM s3bIKe: JIErkuii unm
HeIpUHYX/IEHHBIM Pa3roBOp B /1€/I0BOM
AHTJIMICKOM,
KOTODbI IOMOTaeT YCTaHOBUTH KOHTAKT C
KOJUIEraMH U CO3/laTh TapMOHUYHYIO pabouyto
cpeny — 3TO talk.
BocnonnuTe nponyck. B kauecTBe oTBeTa
YKa)KUTe OFHO CJIOBO Ha aHIJIMHCKOM $3bIKe:
Pog, Tpy10BOI1 fieATeTBHOCTH UesloBeKa,
TpeOYIOIL[Hit OTIpe/ie/IEHHOM MOJrOTOBKY U
SIBJISIOIUNACS 0OBIYHO UCTOYHUKOM
CyIIeCTBOBaHWSI —3TO _____
BocnonHuTe niporyck. B kauecTBe oTBeTa
YKa&)KHTe OZJHO C/I0BO Ha aHIJIMHACKOM SI3bIKe:
ITporjecc moucKa rofel Ha KOHKPeTHY0 paboTy
— 3T0
YcTaHOBHUTE COOTBETCTBHE MEXK/Y T/IaroJiamy,
CBSI3aHHBIMH C BBIP@)KEHHEM ITPOCHOBI 10
Tenedony, u
WX 11ePeBOZIOM:
1) CripocuTh/TIOIIPOCHTE
2) CkasaTh/miepesiaTb
3) HartomauTh
4) OTBeTUTH



a) Ask
6) Tell
B) Remind
r) Answer



[Ipunoxenue 1
Text 1.
CULTURALLY SPEAKING

In the United States, as elsewhere, there is a ritual way to meet and greet
people. Certain rules or formulas should be followed. The degree of formality in
business varies according to the company culture. Some companies are more
conservative and formal in how they address each other, how they share
information, how decisions are made, how power is delegated, how people dress,
and so on. Other companies, especially the younger, smaller high technology
companies are very progressive and informal.

If you are a foreigner doing business in America for the first time, you do
not have to be more informal than you feel comfortable with. If you want to call
someone by his or her last name, you may do so. But do not be surprised (or
insulted!) if your American hosts call you by your first name. At some point, you
will probably decide to do what they are doing. The main thing is that you can go
at your own speed. In a truly formal situation, you can be more formal by using
titles (Mr., Mrs., Ms., Dr., Professor, Mr., etc.) and by adding Sir or Ma’am (Yes,
Sir/No, Sir, Yes, Ma’am/ No Ma’am\ Thank you, Sir/ Thank you, Ma’am, etc.).
Another thing to realize is that American business people today may know
something
about your country. So they might try to address you in the style of
your culture. It could become very interesting, if not amusing.

Along with the handshake, nod of the head, hug, or hand gesture,
Americans engage in small talk. This formulaic light conversation or chitchat may
not carry much meaning in itself, but, rather, is designed to break the ice — to ease
into a conversation with someone you have just met. Although the order of
questions may vary, the same questions are always asked, and the same remarks
made: How are you? is answered by Fine, thanks or How are you? This is not an
inquiry into your physical health; it is a standard greeting. A Fine, thank you is
what is expected, even if your best friend was just diagnosed with a terminal
illness.

You always engage in small talk when you first meet someone. If you do
not take part in this polite type of repartee, you will be considered rude and
unfriendly; therefore, it is essential to learn the formulas. The goal of small talk is
to get to know someone, yet you should never ask personal questions too soon;
instead, you start with questions or comments that elicit an expected response. This
tells you if the person you are talking to is willing to communicate with you and, if
so, on what level.



Text 2

In the business world, there is small talk until a relationship is established,
after which one may talk specifically about business oi personal concerns. After
business hours, when socializing with colleagues or associates, you will need to
know the acceptable topics of conversation: weather, sports, good news, travel,
positive comments about your host country, movies, entertainment, food, or the
challenges of learning a foreign language. If asked, you may discuss work, where
you live, or where you are staying. After work hours, when people want to relax,
discussions about work or anything too serious are usually not welcomed. Subjects
to avoid are: money, personal health, bad news, religion, politics, and details about
your family or children (unless specifically asked).

Finally, be careful about jokes! Humour varies from culture to culture, and
you may offend without realizing it. There are few things more awkward than an
unfunny joke, or one that is in bad taste. People have very specific ideas about
good and bad taste; you may be walking on dangerous ground when you attempt a
joke and you may never realize how your joke was received because people may
laugh out of politeness — or perhaps sympathy.

Small talk may last from a few minutes to over an hour, depending upon
circumstances. At its best, it results in a nice impression being made, a common
interest being explored, or a rapport created that could be the basis of a future
meeting or more serious relationship. Smalltalk, although it may not seem
important, is actually quite important in society. It plays a role in people’s getting
to know one another, it establishes a polite and friendly tone, and it is a time for
quiet observation. We form impressions from how people look, dress, speak, and
express attitudes by nonverbal means such as gestures, eye movements, or posture.
Skipping the formality of small talk would be in bad taste in business as elsewhere;
minimizing its importance would be a mistake.



Text 3.
TELEPHONE CONVERSATIONS

Standard formulas in language invade many aspects of our life, including
the telephone, which seems to be the most challenging skills for a foreign speaker
to master. A lot of people find it difficult to make phone calls in a foreign language
— and that is understandable. You can’t see the person you are talking to, their
voice might be unclear, and it might be difficult for you to find the right words.

When you make a telephone call, you lift the receiver. Then you dial the
number. If you don’t know the number, you can look it up in the telephone
directory. If you can’t find it there, you can call directory inquiries. Making a call
to a place far away is called a long-distance call. For most countries you can phone
direct; first dial the international code-number. If the person you want to call is
already speaking to someone, the number is engaged. When you call a person you
want to speak to and somebody else answers the phone, you can leave a message,
or it may mean that you have dialed a wrong number.

One thing you can do to improve your telephone skills is to learn some of
the multi-word verbs that are commonly used in telephone conversations. Most of
them are featured in this text. Hold on and hang on mean “wait”. Be careful not to
confuse hang on with hang up. Hang up means “put the phone down”. Another
phrasal verb with the same meaning is ring off. The opposite of hang up I ring off
is ring up — if you ring somebody up, you make a phone call. And if you pick up
the phone, you answer a call when the phone rings.

If you are talking to a receptionist, secretary or switchboard operator, they
may ask you to hang on while they put you through — connect your call to another
telephone. But if you can’t get through to the person you want to talk to, you might
be able to leave a message asking him/her to call you back — to return a call.



Text 4.

NEGOTIATING STRATEGIES

Understanding the other party’s interests and tactics is integral to good
negotiating. Choosing a strategy that best responds to their interests and tactics will
help you achieve the best outcome. Some of the different strategies for negotiation
include:

a) problem solving — committing to examining and discussing issues closely
when entering into long-term agreements that warrant careful scrutiny;

b) contending — persuading your negotiating party to concede to your outcome
if you are bargaining in negotiations or over major “wins”;

0) yielding — conceding a point that is not vital to you but is important to the
other party, but valuable in on-going negotiations;

d) compromising — forgoing their both parties’ ideal outcomes, settling for an
outcome that is moderately satisfactory to each participant;

e) inaction — buying time to think about the proposal, gather more information
or decide your next tactics.

Your chosen strategy will depend on who you are negotiating with and the
type of relationship you have with them. Every time you negotiate, you have to
make choices that affect whether you achieve a successful outcome for your
business. To get the best outcomes, you need to understand the steps involved in
the negotiation process. While many negotiations are straightforward, some will be
among the hardest challenges you face. Your success will depend on planning and
preparation. Always approach negotiations with a clear set of strategies and tactics
that can guide you from planning to closing.



Text 5.
STRUCTURE OF THE BUSINESS LETTER

A business letter is the principal means used by a business firm to keep in
touch with its customers. According to the purpose of the letter there may be
different kinds, e.g. a letter of request, a memo (a memorandum), a letter of advice,
an invitation letter, a congratulation letter, a letter of thanks (gratitude), a letter of
apology, a letter of confirmation, an enquiry letter, a letter of acknowledgement, a
letter of guarantee, a letter of complaint, a letter of claim, an order letter, etc.
Customers form their impression of the firm from the tone and quality of the letters
it sends out.

Good-quality paper and an attractive letterhead play their part in this, but
they are less important than the message they carry. Business does not call for the
elegant language of the poet, but it does require us to express ourselves accurately
in plain language that is clear and readily understood.

The business letter has long been customary to set it out in the indented
style, but now the blocked style has come to be much more widely used than
before because it saves typing time.

When addressing a correspondent personally by name, take care to spell his
name correctly. Also address him exactly as he signs himself. The courtesy titles
used in correspondence are Mr, Mrs, Miss, Ms and Messrs (abbreviation of
Messieurs). When your correspondent holds a special title, such as Doctor,
Professor, Colonel and Sir, he is addressed by his title and Mr must not be used.
We write, Dr J. Brown, Prof. L. Carter, Col. W. Johnson, Sir Arnold Plant. Where
it is not known whether a woman addressed is married or single Ms has recently
crept into use as an alternative for both Mrs and Miss. Messrs is used only for
partnerships whose firm name includes a personal element, as in Messrs
Macdonald & Evans.



Text 6.

The salutation is the greeting with which every letter begins. The
customary greeting in a business letter is Dear Sir, but others are used as follows:
Dear Madam (for both single and married women); Dear Sirs (when a partnership
is addressed). When your correspondent is unknown to you and may be either a
man or a woman, always use the form Dear Sir.

These are the formal openings normally used, but the modern trend is
towards informality, especially if your correspondent is known to you personally,
or if you have traded with him for some time. The warmer and more friendly
greeting, Dear Mr... is then preferred. The greetings Sir, Madam and Gentlemen
are very formal and are now rarely used in English business letters, though
Gentlemen is usually the form preferred by American writers.

The message forms the body of the letter and is the part that really matters.
Some letters are very short and may consist of only one paragraph. Many others
fall naturally into the framework of a three-paragraph plan:

(i) the first paragraph takes the form of an introduction, or of an
acknowledgment if there has been previous correspondence;

(i)  the second gives information and states the facts;
(ii)  the third refers to future action.

The complimentary closure, like the salutation, is purely a matter of custom
and a polite way of bringing a letter to a close. The expression used must suit the
occasion. It must also match the salutation, the form of which is governed by the
relationship between the parties.



Text 7.

EMAIL COMMUNICATION

In computer terms, email is short for electronic mail. It is a more up-to-date
method of transmitting data, text files, and digital photos from one computer to
another over the Internet. This phenomenon did not become popular until 1990 and
now emails have become one of the most widely used forms of business and
personal communication. An email is a more relaxed way of sending messages; it
is particularly practical if you do not want to call long distance because of a
language barrier or the expense. When language is an obstacle, sending an email is
a blessing; after all, it is easier to see the message than have to speak on the
telephone. Emails are quick, so they are good for chatting, inviting people out,
keeping in touch and doing business. The world has become much smaller now
that we have the ability to send and receive email messages over great distances at
an incredible speed.

Email users create and send messages from individual computers using
commercial programs or mail-user agents (MUASs). A lot of email programs have a
program that enables you to compose or write your own message to send. To send
a message, a user has to specify the addresses.

The source of the destination is included in the address. There are many
different ways to write the email address depending on the email destination. For
instance, an interoffice message distributed over an intranet, or an internal
computer, may have a simple scheme such as the person’s name as the address,
followed by the symbol @ (at), the domain, the name of the organization, and
finally the country. Emails also contain headers and footers above and below the
message. They usually state the sender’s name, email address, and the date that it
was sent. A user then can store, delete, reply, or forward the message to others.

Most email programs allow you to attach files and photos to emails to send
to others. This allows users to append large text— or graphics-based files,
including audio and video files and digital photographs, to email messages.



Text 8.
FAX COMMUNICATION

Even in today’s modem age of the Internet, it is still necessary to send and
receive faxes. A fax message is the message that is sent or received over a fax
machine (phone lines are used) or online fax service (high-speed Internet
connection is used). The word fax comes from the word facsimile standing for

perfect copy.

The original document is scanned with a fax machine, which processes the
contents (text or images) as a single fixed graphic image, converting it into a bit
map, the information is then transmitted as electrical signals through the telephone
system. The receiving fax machine reconverts the coded image, printing a paper
copy. A formal fax cover sheet should precede any documents you fax to clarify
the purpose of the fax. A fax cover sheet should indicate who the faxed documents
are for, who is faxing the documents and why they are being sent. Fax cover sheets
should be treated like business documents and written accordingly. A cover sheet
should be organized and include instructions for the recipient.

Although businesses usually maintain some kind of fax capability, the
technology has faced increasing competition from Internet-based alternatives. A
fax message is often sent when particular official correspondence needs to be sent
or received urgently and it is not possible to send the documents via email. Fax
machines still retain some advantages, particularly in the transmission of sensitive
material which, if sent over the Internet unencrypted, may be vulnerable to
interception, without the need for telephone tapping. In some countries, because
electronic signatures on contracts are not recognized by law while faxed contracts
with copies signatures are, fax machines enjoy continuing support in business.



Text 9.
MAKING A PRESENTATION

A presentation is the practice of showing and explaining the content of a
topic to an audience or learner. Presentations come in nearly as many forms as
there are life situations. In the business world, there are sales presentations,
informational and motivational presentations, interviews, status reports, image-
building, and of course, training sessions.

Although individuals most often think of presentations in a business
meeting context, there are countless occasions when that is not the case. For
example, a school district superintendent presents a programme to parents about
the introduction of foreign-language instruction in elementary schools; an artist
demonstrates decorative painting techniques to a group of interior designers; a
police officer addresses a neighborhood association about initiating a safety
programme. Students are often asked to make oral presentations. These can be
delivered to other students in a seminar or tutorial. You might have been asked to
research a subject and use a presentation as a means of introducing it to other
students for discussion, or you might be asked to outline a project in which you
have been involved.

When looking at presentations in the broadest terms, it is more important to
focus on their purpose. There are three basic purposes of giving oral presentation:
to inform, to persuade, and to build goodwill.

A good presentation starts out with introductions and may include an
icebreaker such as a story, an interesting statement or a fact, or an activity to get
the group warmed up. The introduction also needs an objective, that is, the purpose
or goal of the presentation. This not only tells you what you will talk about, but it
also informs the audience of the purpose of the presentation.

Next, the body of the presentation comes. Do not write it out word for
word. All you want is an outline. By jotting down the main points on a set of index
cards, you not only have your outline, but also a memory jogger for the actual
presentation.



Text 10.
STRUCTURING THE PRESENTATION
There are several options for structuring the presentation.

1) Timeline: arrangement in a sequential order.
2) Climax: the main points are delivered in order of increasing importance.

3) Problem/Solution: a problem is presented, a solution is suggested, and benefits
are then given.

4) Classification: the important items are the major points.

5) Simple to complex: ideas are listed from the simplest to the most complex; it can
also be done in a reverse order.

Audiences believe that presenters who use visual aids are more
professional and credible than presenters who merely speak. Visual aids help
presenters to emphasize the key points your audience will understand and
remember. The following visual aids should be selected with respect to the needs
of your audience and specific portions of your presentation: tables, bar/line graphs,
diagrams, pie/flow/organizational charts. The presentation vehicles are based upon
the audience’s seating arrangement: overhead projectors, easels, handouts, slides,
models, and computer screens. A presentation program Microsoft PowerPoint is
often used to generate the presentation content.

After the body, comes the closing. This is where you ask for questions,
provide a wrap-up (summary), and thank the participants for attending.

And finally, the important part is practice. The main purpose of creating an
outline is to develop a coherent plan of what you want to talk about. You should
know your presentation so well that during the actual presentation you should only
have to briefly glance at your notes to ensure you are staying on track. This will
also help you with your nerves by giving you the confidence that you can do it.
Your practice session should include a live session by practicing in front of co-
workers, family, or friends. They can be valuable at providing feedback and it
gives you a chance to practice controlling your nerves. Another great feedback
technique is to make a video or audio tape of your presentation and review it
critically with a colleague.



Text 11.
HOW TO APPLY FOR A JOB

When you apply for a job, you will generally be asked to send your
CV/resume, together with a letter or email of application. Later, you will probably
need to go on interviews to meet with employers face to face. Employers often
receive hundreds of applications for a job, so it is very important to make sure that
your CV and job application letter create the right impression and present your
personal information in a focused, well-structured, and attractive way.

Before beginning to draft your CV, read the advert carefully so that you are
clear about the specific requirements of the job you are applying for. It is important
to tailor both your application letter and the CV to the job in question, focusing on
qualifications and experience that are particularly relevant.

A CV should be clear and well structured, with a limited number of main
sections, so that an employer can pinpoint the information they are looking for
quickly and easily.

It is also vital to make sure that the letter or email you send with your CV
creates the right impression. It is your opportunity to say why you want the job and
to present yourself as a candidate for the post in a way that impresses a prospective
employer and makes you stand out as a prospective employee.

Keep your application letter or email brief. You do not need to give a lot of
details. What you are aiming for is a clear and concise explanation of your
suitability for the job. The usual order of a job application letter or email is as
follows.

Give the title of the job as a heading, or refer to it in the first sentence of
your letter, using the reference code if there is one. This will ensure that your
application goes directly to the right person in the organization. You should also
mention where you saw the job advert or where you heard about the vacancy. If
you heard about it through someone already working for the company, mention
their name and position.

If you are working, briefly outline your current job. Pick up on the job
requirements outlined in the advert and focus on any of your current skills or
responsibilities that correspond to those requested. For example, if the advert states
that management skills are essential, then state briefly what management
experience you have. If you are still studying, focus on the relevant aspects or
modules of your course.

Be clear and positive about why you want the job. You might feel that you
are ready for greater challenges, more responsibility, or a change of direction, for
example. Outline the qualities and skills that you believe you can bring to the job
or organization.



In the final paragraph you could say when you are available to start work,
or suggest that the company should keep your CV on file if they decide you are not
suitable for the current job.



Text 12.
THE INTERVIEW

The interview is probably the hardest part of getting a job, especially if
English is not your first language. If you are invited to attend an interview, confirm
the appointment by letter, telephone or email.

Think about your appearance — first impressions are important.

Take a copy of your CV or application form to the interview. Sometimes
the person who is interviewing you has not seen it.

Prepare a list of questions which you may want to ask the interviewer.
Possible subjects include the industry, the company, the job, pay, working hours
and holidays. Use the Internet to research about the industry and the company.

Prepare answers for questions which you think the interviewer may ask
you. In particular, think of examples of your achievements in previous jobs or
while at school, and how you have managed any difficult situations.

Think about your personal strengths and weaknesses, or how you would
describe your own personality.

Think about what the interviewer is looking for. Remember these points
when you answer questions during the interview.

Ask yourself why the company should choose to employ you, instead of the
other people who are applying.

The first interview may be followed up with second rounds onsite or over
the phone. From there it is a short wait until the company calls back with their
offer, or mails a rejection — hopefully the former.



Text 13.
BUSINESS MEETINGS

Meetings are an important part of doing business. A successful meeting has
no surprises. With proper preparation and careful organization, a meeting can run
smoothly. Setting goals and time limits, keeping to the agenda, and knowing how
to refocus are the key components of an effective meeting.

There are a number of ways that you may call or be called to a meeting.
Some meetings are announced by email, and others are posted on bulletin boards.
The date, location, time, length, and purpose of the meeting should be included. In
order to keep the meeting on task and within the set amount of time, it is important
to have an agenda. The agenda should indicate the order of items and an estimated
amount of time for each item. If more than one person is going to speak during the
meeting, the agenda should indicate whose turn it is to have the floor. The person
in charge of calling and holding a meeting may decide to allocate certain roles to
other staff members. Someone may be called upon to take the minutes, someone
may be asked to do roll call, and someone may be asked to speak on a certain
subject. This should be done either in person, or in an email.

Whether you are holding the meeting or attending the meeting, it is polite
to make small talk while you wait for the meeting to start. You should discuss
things unrelated to the meeting, such as weather, family, or weekend plans. Once
everyone has arrived, the chairperson, or whoever is in charge of the meeting
should formally welcome everyone to the meeting and thank the attendees for
coming.

If anyone at the meeting is new to the group, or if there is a guest speaker,
this is the time when introductions should be made. The person in charge of the
meeting can introduce the new person, or ask the person to introduce him-/herself.
Some people who hold meetings prefer to pass around copies of the agenda, and
others will post a large copy on a wall, or use an overhead projector. No matter
which format is used, attendees should be able to follow the agenda as the meeting
progresses. Before beginning the first main item on the agenda, the speaker should
provide a brief verbal outline of the objectives.



Text 14.
RUNNING A BUSINESS MEETING

Some people who hold meetings prefer to pass around copies of the
agenda, and others will post a large copy on a wall, or use an overhead projector.
No matter which format is used, attendees should be able to follow the agenda as
the meeting progresses. Before beginning the first main item on the agenda, the
speaker should provide a brief verbal outline of the objectives.

Anyone may be assigned to take the minutes at a meeting. The minute-
taker can use a pen and paper or a laptop computer and does not need to include
every word that is spoken. It is necessary to include important points and any votes
and results. Indicating who said what is also necessary, which is why the minute-
taker should make sure to know the names of the attendees. The minute-taker
should type out the minutes immediately after the meeting so that nothing is
forgotten.

One of the most difficult things about holding an effective meeting is
staying within the time limits. A good agenda will outline how long each item
should take. A good chairperson will do his or her best to stay within the limits.

When issues cannot be resolved or decisions cannot be easily made, they
are often put to a vote. Most votes occur during meetings. Votes can be open,
where people raise their hands in favour or in opposition of the issue. In an open
vote, the results are evident immediately. Other votes, such as who should be
elected to take on a certain role, are private or closed. During private votes,
attendees fill in ballots and place them in a box to be counted. The results may not
be counted until after the meeting. When a motion is voted and agreed upon, it is
carried. When it is voted and disagreed upon, it is failed. Most often votes are put
to a majority. If there is a tie vote, the chairperson will often cast the deciding vote.

During the meeting, participants will comment, provide feedback, or ask
questions.

There are different reasons why a meeting comes to an end. Time may run
out, or all of the items on the agenda may be checked off. Some meetings will end
earlier than expected and others will run late. A meeting may be cut short due to an
unexpected problem or circumstance.

The end of the meeting is also the time to thank anyone who has not been
thanked at the beginning of the meeting, or anyone who deserves a second thank
you. Congratulations or good-luck can also be offered here to someone who has
experienced something new, such as receiving a promotion, getting married, or
having a baby.



Text 15.
NEGOTIATING

Negotiation is a process where two or more parties with different needs and
goals discuss an issue to find a mutually acceptable solution. In business,
negotiation skills are important in both informal day-to-day interactions and formal
transactions such as negotiating conditions of sale, lease, service delivery, and
other legal contracts. Good negotiations contribute significantly to business
success, as they help you build better relationships; deliver lasting, quality
solutions rather than poor short-term ones that do not satisfy the needs of either
party; help you avoid future problems and conflicts. A good negotiation leaves
each party satisfied and ready to do business with each other again. Strong
negotiators master written, verbal and non-verbal communication. They adopt a
conscious, assertive approach to their communication. Good negotiators are
flexible, creative, aware of themselves and others. They are also good planners,
honest, win-oriented and excellent
communicators.

During a negotiation, you may choose to use a passive, aggressive or
assertive communication style. Using an assertive style will help increase your
chances of negotiating successful outcomes for your business.

Passive communicators are inclined to use ambiguous language, adopt
under-confident body language, and give in to demand too easily.

Aggressive communicators take a confrontational approach that tends to
alienate other parties and destroy negotiations.

Assertive communicators, however, are both confident and considerate.
These communicators are more likely to keep discussion going and facilitate
mutually beneficial agreements. They adopt a strong, steady tone of voice. They
are factual rather than emotional or critical. They describe their views, starting
sentences with I rather than direct criticisms starting with you.
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