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Pabouass mporpamma yueOHO# muctumuabl b1.B.16 JlenoBoit MHOCTpaHHBIN SI3BIK SIBISETCS
KOMIIOHEHTOM OCHOBHOI MpodeccHoHanbHON 00pa3oBaTeIbHON MPOTrpaMMbl BBICIIETO 00pa3o-
BaHHS - IporpaMmbl OakamaBpuara mo HampabiieHuro moarotoBku 09.03.03 IlpuknagHas uH-
¢dopmartrka (HanmpaBICHHOCTD (Mo MIIb) MporpaMMsl 6akanaspuata - «lIpukianasie nHpopma-
LMOHHBIE TEXHOJIOTMH B IICUXOJOTHYECKOM KOHCYJIbTUPOBAHUU», (Ppopma OOydyeHUs - OUYHO-
3a04Has).

Pabouas nporpamma AUCHUIUIMHBI COCTABICHA HA OCHOBAaHHUHU (PeepanbHOTO TOCYAaPCTBEHHOTO
00pa3oBaTeNbHOIO CTaHJapTa BhICIIEr0 oOpa3oBaHMs MO HampariaeHHio moAarotoBku 09.03.03
[Ipuknannas nadpopmaruka (ypoBeHb OakalaBpuara), yTBep:KI€HHOTo Mpuka3oM MuHHCTEpCTBA
obpaszoBanuss U Hayku P® ot 19.09.2017 r. Ne 922 (3apeructpupoBan MuntoctoM Poccuun
12.10.2017 Ne 48531) (B penakiuu npuka3zoB MunoOpHayku Poccun ot 26.11.2020 Ne 1456, ot
08.02.2021 Ne 83, ot 19.07.2022 Ne 662, ot 27.02.2023 Ne 208) (®I'OC BO 3++).

PaGouas mporpaMMa JUCHUIUIMHBI pa3paboTaHa C ydyeToM paboyeil mporpaMmbl BOCIUTAHUS,
KaJIeHJAApHOTO TJIaHa BOCIUTATENbHOM paboThl MHCTUTYTA, YTBEPKIACHHBIX peKTOpoM MHCTUTY-
Ta.

PaGouvast nporpamMMa JTUCIHMILIMHBI B aKTyalbHON pEelaKIMU PacCMOTPEHA Ha 3acelaHuu Kade-
pol «IIcuxomorun U ryMaHuTapHBIX AUCUUIUTAHY (TipoTokoa Ne 2 ot 19.03.2026), omobpena Ha
3aceqaHuy YueHoro coBera (mpoTokoi Ne 3 ot 26.03.2026 r.) u yrBepxkaeHa pekropoM O6pazo-
BaTEJIbHOTO YaCTHOTO YYPEKICHHS BBICHIETO 00pazoBaHMs «MOCKOBCKUH HHCTHUTYT ICHXOJIO-
rum» (OUY BO «MUII») 26.03.2026 r.
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1. HamMeHoBaHue U 1eJIb OCBOCHUS JHCIHIIINHEI

YyeOHass nucuuruinHa «JlemoBOM WHOCTPAaHHBIM S3BIK» H3y4aeTcs OOYyJarOIIUMUCH,
OCBaMBaIOIIMMU 00pa3oBaTeNbHyto porpamMmy «llpukiagasie nHPOPMALIMOHHBIE TEXHOJIOTHU B
MICUXOJIOTUYECKOM KOHCYJIBTHPOBAHUI» B COOTBETCTBUU ¢ DenepanbHbIM TOCYIapCTBEHHBIM 00-
paszoBaTebHBIM CTaHAAPTOM BBICIIETO OOpa3oBaHUs IO HarpasieHUio moaroroBku 09.03.03
[Tpuknaanas unpopmaruka (ypoBeHb OakaiaBpuaTa), YTBEp>KICHHBIM IPUKa30M MUHUCTEPCTBA
obpazoBanus 1 Hayku PD ot 19.09.2017 . Ne 922 (B pegakuuu npukazoB Munoopaayku Poccun
oT 26.11.2020 Ne 1456, ot 08.02.2021 Ne 83, ot 19.07.2022 Ne 662, ot 27.02.2023 Ne 208)
(®IroC BO 3++).

OcHoBHasl 1eNb U3y4eHUs y4eOHOW AMCIUILIMHBI - OBIAJCHHE CTYIEHTAaMH OCHOBHBIX
HAaBBIKOB AHIJIOS3BIYHOM PEYEBOM EATEILHOCTH (TOBOPEHUE, ayIMPOBAHUE, YUTEHHUE U TUCHMO) B
TUMUYHBIX CUTYalUSAX J1€JI0BOM KOMMYHUKAIIUU.

3anauu:

— Pa3BHUTh HABBIKH YCTHOW JIETIOBOM KOMMYHHKAIMH ISl 3()(HEKTUBHOTO YUACTHUSI B MEKIY-
HAPOJIHBIX OHJIAWH-CEMHHAPaX, CETEBBIX CECCUSIX M IPYIIIOBBIX 00CYKICHUSX.

- OCBOUTH 0a30BYIO JIEKCHKY W KJIUIIE JJI BEJACHHUS IPOTOKOJIOB BCTPEY, COCTABICHUS
KpaTKuX OTYETOB O IMporpecce KIueHTa (IS MeXAUCIUITMHAPHON KOMaH/Ibl C MHOCTPAHHBIMU
CHEIMAIMCTaM1) U HAITUCAHUsI KPAaTKUX PEKOMEHIATeIIbHBIX TTUCEM.

JucnunnuHa HampasiieHa Ha (GopmupoBaHue o0menpodpecCHOHATbHOW KOMIIETEHIIUUA U
HE TPEAyCMaTpUBaET OCBOCHHE OOOOMICHHBIX TPYAOBBIX (PYHKIHMHA M TPYIOBBIX (YHKIHHA MPO-
(beccuoHanbHbBIX cTaHAApTOB. M3ydeHne yueOHON AUCIMILTUHBI OCYHIECTBISIETCS B paMKax 00-
pa3oBaTeIbHOM MPOrpamMMBbl, pazpaboTaHHON ¢ yuyeToM mpodeccuoHanbHbIX cranaapToB: 06.001
«[IporpammucT» (yTBep:KIeH MprukazoM MUHHUCTEPCTBA TPyAa U COLMAIBHOM 3amuThl Poccuii-
ckoit deneparmu ot 20.07.2022 Ne 424#H), 06.015 «Cneunanuct no WHGPOPMATMOHHBIM CHUCTE-
Mam» (yTBEpKACH MprKa3oM MUHHCTEpCTBa Tpyda U couuanbHON 3amuThl Poccuiickoit ®ene-
paruu ot 13.07.2023 Ne 586H), 06.022 «CucteMHBbli aHAIUTUK» (YTBEPXKAEH NpuKazoM MuHu-
CTepcTBa TpyAa U colanbHoi 3amuThl Poccuiickoit denepanuu ot 27.04.2023 Ne 3671), 06.025
«CrenuanmcT 1Mo au3aiHy rpaguuecKux U MoJIb30BaTelIbcKuX MHTEp(hErcoB» (YTBEPKICH MPH-
Ka3oM MuHHCTEpCTBA Tpyla U couMaibHOU 3amuThl Poccuiickoit deneparuu ot 29.09.2020 Ne
671n).

2. MecTo AMCHHMILVINHBI B CTPYKTYpe 00pa30BaTeIbHON NMPOrpaMMbl

JucuuruinHa «JlenoBoit MHOCTpaHHBIN SA3bIK» OTHOCHTCS K YacTH, (popMupyeMol ydact-
HUKaMH 00Opa30BaTeIbHBIX OTHOLIEHHH, mporpammbl OakanaBpuara no HampasieHuto 09.03.03
[Tpuknannas nnpopmatuka. Peanusyercs B pamkax broka 1 Jucuuruimeel (Mogyian) Bo 2 ce-
Mectpe 1 Kypca.

OcBoeHMe NUCHUIUIMHBI ONUPAETCsl HA 3HAHUS U YMEHUs, COOPMHUPOBAHHBIE MPH H3ydYe-
HUU JUCUUIUINHBI «Pycckuit S3bIK U KynbTypa peun» (1 cemectp).

OnHoBpeMeHHO ¢ Hel u3y4aercs AucuuiuiiHa «VHocTpanHBIH s3b1K» (1, 2 cemecTpsbl), €
KOTOPOW OHa CBsI3aHa MO COACPKAHUIO.

Pe3ynbTarhl 0CBOEHUS JUCLUILIMHBI UCTIOIb3YOTCS TP U3YyYEHUH NUCLUIUIMH « Y IpaBiie-
HUE€ TIPOCKTHOU JesTenbHOCThIO» (3 cemectp), «IIpoekTHbIil mpakTukym» (4, 6, 8 ceMecTpsl),
IpU TpoXokaeHun mpakTuku «lIpeanurmiomuas npaktuka» (9 cemectp), MU BHIIOJIHEHUH U
3alUTE BBIMTYCKHOW KBAIM(PUKAITMOHHON pabOTHI.



3. H.TIaHI/IpyeMbIe pe3yJabTaThbl oﬁyqe}mﬂ Mo TUCHUIIJINHE, COOTHECEHHBIE C IVIAHUPYCEMbI-
MU pe3yJibTaTaMHi OCBOCHUS 06p330BaTeﬂbH0ﬁ nmporpaMmmbl

B pesynbTare ocBOCHUS AUCHUILIMHBI 00YJArOIIMIACS TI0 TIporpamMMe OakajgaBpuara J10Ji-

KEH OBJIaACTD:

YK-4 Cnocooben ocywecmenams 0€108y10 KOMMYHUKAYUIO 8 YCHIHOU U RUCbMEHHOU hopmax
Ha 2ocyoapcmeennom azvike Poccuiickoii @edepayuu u unocmpannom(vix) azvike(ax)

IInanupyemMble pe3yJbTaThl 00yUeHHs O JUCHUILITIHHE

dopmupyeMasi KOMIETEHIUsI

Koa u HauMeHoBaHue
HHIUKATOPA A0CTHKEHUS
KOMIIETEeHIUH

IInanupyemMsble pe3yJbTaThbl 00y-
YeHUsl

YK-4 CnocobeH OCyIIeCTBIATh
JICTIOBYI0 KOMMYHHKAIIHIO B YCT-
HOH W THMCHMEHHOH QopMax Ha
roCyJapCTBEHHOM si3blke Poccuii-
ckoii @enepallMd U UHOCTPAH-
HOM(BIX) s3bIKe(ax)

YK-4.1. Ucnonmp3yeT pyCCKuil A3bIK
KaK TOCyNapCTBEHHBIH s3bIK Poc-
cuiickoil @exepany B 1E€JI0BOH
KOMMYHHUKallMd B pamkax mpodec-
CHOHAJbHOM JI€ATENbHOCTH; Tpa-
MOTHO COCTaBJISIET AEJOBBIE TEKCTHI
Pa3IMYHBIX JKaHPOB.

YK-4.2. Beger nenoByro NepenucKy
W YCTHYI0 KOMMYHHKAIIHIO HAa HHO-
CTpaHHOM S3bIKE B 00BeMe, He00XO-
JUMOM JUISl pEIIeHHus NpodeccHo-
HaIBHBIX 3a7ad B oOiactu wHQOp-
MAaIMOHHBIX TEXHOJOTHH.

YK-4.3. AnantupyeT copepxaHue u
CTWJIb KOMMYHHUKAIIMU K CHTYallUH,
ayMTOPUM W KaHaly OOILCHUS;
KOPPEKTHO BBIOMpAeT CpeiacTBa He-
BepOATbHON KOMMYHUKAITUH.

3HaTh: HOPMBI PYCCKOT'O JIUTEpaTyp-
HOTO si3bIKa M TPeOOBaHHA K IENO-
BbIM JOKYMCHTaM; JIEKCHYECKUH U
rpaMMaTU4eCKU MHHHUMYM  HMHO-
CTPaHHOTO s3bIKa U TpodeccHo-
HaJIbHOW KOMMYHHUKAIIMU; OCOOEHHO-
CTU YCTHOW M IHCBMEHHOM JEJI0BOM
KOMMYHHKaIUH

YMeTb: coCTaBIATE ¥ OQOPMIIATH
JeTIOBbIe JTOKYMEHTBI Ha PYCCKOM H
WUHOCTPaHHOM $I3BIKAX; BECTH IENO-
BBIC TEPETOBOPHI, MPE3CHTALMU U
MyOJIMYHBIC BBICTYIUICHHS; aJalTH-

poBaTh CTHJIb KOMMYHHUKAIlMM K
ayIUTOpUN
Baagers: HaBbIKaMH  YCTHOH U

MACbMEHHOM JIeIOBOM KOMMYHHUKa-
MM Ha PYCCKOM S3bIKE; HaBBIKAMH
9TeHUsT U O00CyXaeHus mpodeccro-
HaJIbHOM JIUTEpaTypbl HAa WHOCTpaH-
HOM SI3bIKE; IPHUEMaMHU MMOATOTOBKH U
MIPOBEICHUS ITYONUYHBIX BBICTYILIC-
HUH

4. O0beM U coep:KaHue TUCHUTIHHbI

4.1. O0mas TPyA0€eMKOCTb AUCHUNIHHbBI

OO61as TpyA0eMKOCTh IUCHHUTUIHHBI COCTABISIeT 2 3a4eTHBIE eAUHUIBI (72 yaca).

Ne | Ce- OO6mas Tpy- B ToMm umcie koHTakTHas paboTa ¢ mperno-
MecTp JO€MKOCTh JlaBaTesieM
B Bua- Bcero J Cem KoP K Ko DO
3.€. cax P | HC
I
1 2 2 72 26 - 26 - - |- -
IIpumeuanue:

B 3.e. - B 3a4eTHBIX eAMHULIAX
JI. (Jlek.) - mextmst

IIp. - npakTHUECKOE 3aHATUE
Cewm. - ceMuHap

KoP. - konTposbHas padbora

Kon- Cam. ®opmMma npome-

Tposiib | pabo- | >XYTOYHOH art-
Ta TeCTaluu

- 46 3auer




KPII - xypcoBast paboTta (KypcoBOii IPOEKT)

CP (Cam.pabora) - camocTosiTesbHas paboTta

3 - 3auer/3aueT ¢ OLEHKOU

K (KoHnc.) - koHCynbTaIS

D. - 3K3aMeH

KoHTpOIIb - KOHTPOJIbHOE BpeMsl Ha IOATOTOBKY K DK3aMEHY

4.2. PacnpenesieHue yueOHOIro BpeMeHH 10 TeMaM M BUIaM Y4eOHbIX 3aHATHH

OYHO-3a04Has hopmMa 00ydeHUs

No HaunmenoBanue Bcero KonraktHas paboTa ¢ mpenogaBareneM Cam. dopmupyembie
TEeM Y4eOHBIX 4acoB = Bce- JI Cem KoP | KPII = Kosne €] pao. KOMIIETEHIINHU
3aHATUN ro

1 Tema 1. Business 6 2 2 4 VK-4
Communication:
Means, Ways
and Styles

2 Tema 2. Meeting 6 2 2 4 YK-4

People: Getting
Acquainted and
Making Contacts

3 Tema 3. 6 2 2 4 VK-4
Telephoning

4 Tema 4. Business 6 2 2 4 VK-4
Letters

5 Tema 5. Emails 6 2 2 4 VK-4

and Network
Communication
6 Tema 6. 6 2 2 4 VK-4
Presentations:
Preparation

7 Tema 7. 6 2 2 4 VK-4
Presentations:
Delivery

8 Tewma 8. Business 5 2 2 3 VK-4

Meetings. Mak-
ing an Appoint-
ment

9 Tema 9. 5 2 2 3 VK-4
Negotiating

10 | Tema 10. Apply- 5 2 2 3 YK-4
ing for a Job. CV
Writing

11  Tewma 11. Cover 5 2 2 3 YK-4
Letter Writing

12 | Tema 12. Jobs. 5 2 2 3 YK-4
Requirements to
a Specialist

13 | Tema 13. A Job 5 2 2 3 YK-4
Interview
IIpomexyTounas - YK-4
aTrecranus (3a-
4er)
Hroro 72 26 26 46



4.3. CopepxaHue JMCHMILIMHBI, CTPYKTYPHPOBaHHOE IO TeMaM (pa3jaesam)

Tema 1. Business Communication: Means, Ways and Styles.
Temaruka 3ansatus: Cpenctsa oOmeHus. YCTHas U MUCbMEHHast (popMBI IeI0BOTO 00IIIe-

Hust. OdunuanbHelid 1 HeO(PUIUATBHBIA CTHIIN OOLICHHUS.

Tema 2. Meeting People: Getting Acquainted and Making Contacts.
Temaruka 3aHsTHs: 3HAKOMCTBO B Pa3HbIX CHTyauusx oOmeHus. OcoOeHHOCTH OpHIH-

AITHHOTO ¥ HEO(PHUITMAIBHOTO CTHJIA. Y CTAHOBJICHUE KOHTAKTOB U moHsATHe Small Talk.

Tewma 3. Telephoning.
Temaruka 3ansatus: Tenedonneie meperoBopbl. OcoOeHHOCTH OOIICHUS MO TenedoHY.

YcroliuuBbie BeIpakeHUs. HaznaueHne BcTpeuw, 3ampoc U yrouneHue uHpopmaruu. [loareep-
KJCHUE JTOrOBOPEHHOCTH, 3aKa3a U T.J.

Tema 4. Business Letters.
Tematuka 3aHsTus: TpeOOBaHUS K HANMCAHHIO JEIOBOrO NMUchbMa. CTpyKTypa JIEJIOBOTO

IIHMcCbMa. IIGJ'IOBBIS nrucbMa O6H_IGFO THIIA. HI/ICBMO-3aHpOC, IMHUCbMO-3aKa3, IMOATBCPIKACHUC 3aKa-
3a, IMCbMO-pCKIIaMalusi. OcHOBHBIE 0COOEHHOCTH nenoBoro ctuis. [lome3nbie (bpa3BI.

Tema 5. Emails and Network Communication.
Tematuka 3anarus: OOmenue no cetu. Heruker. Hammcanuio SI€KTPOHHBIX IHCEM.

Crpykrypa. Cokpaiienus. TekcT cooOuieHuil.

Tema 6. Presentations: Preparation.
Temaruka 3ausaTust: [1oArOTOBKA MPE3EHTAIMK: OMPEACIICHHE [eeH, 3a1a4, CTPYKTYPhI

MpE3CHTANU. IToaroToBka ciaiigos.

Tema 7. Presentations: Delivery.
Tematuka 3anstus: [IpencraBnenue npeseHTanuu ayauTopuud. OCHOBBI MyOJIMYHON pe-

4u; TUAJIOTHYECKad U MOHOJIOTUYCCKas p€yb B C(bepe I[GJ'IOBOfI KOMMYHHUKaIUH.

Tema 8. Business Meetings. Making an Appointment.
TemaTnka 3aHSITHS: I[eJ'IOBLIe BCTpPCUH. Ocobennoctu opraHnu3alvd ACJIOBBIX BCTPCU.

Mecto n BpeMs NIPOBCACHUA NCIIOBBIX CO6p3HPII>i. Ctuib peun IOCIIOBBIX BCTPEY, IpaBHJIa peUc-
Boro stukera. Hamnbomee YHOTpe6I/ITeJ'IBHBIX KJIWIIIE ACI0BON U HpO(l)eCCHOHaHBHOﬁ KOMMYHU-
Kaluu.

Tema 9. Negotiating.
Temartuka 3anstus: [leperoBopsl. TakTrka BeI€HUS TEPETOBOPOB.

Tema 10. Applying for a Job. CV Writing.
Tematuka 3anstus: [lonsTue o Hamucanuu pesromMe, hopmar pe3roMe, COCTaBlIeHHe Co0-

CTBCHHOI'O PE3OMCE.



Tema 11. Cover Letter Writing.
Temaruka 3anarusa: ConpoBoauTenbHoe nUcbMo. CTPYKTypa U KJMILE COIPOBOAMUTEIb-

HOro rnmucbmMa.

Tema 12. Jobs. Requirements to a Specialist.
Tematuka 3anatus: [Ipodeccun u nomkHocTu. TpeboBanus kK 00pa3oBaHMIO, KBATUDHU-

Kalluu, OIIBbITY pa60Ty, HpO(i)eCCI/IOHaJ'IBHI)IM YMCHUAM W HaBbIKaM, JUYHBIM Ka4€CTBaM CII€lUa-

JIUCTA.

Tema 13. A Job Interview.
Temaruka 3anarus: CobecenoBaHue npu npueme Ha padory. Bompockl k kaHauaary u

paboToaTento.

4.4. I[H}.IaRTI/I'{eCKI/Ie CAUMHHUIIBI (BOl'lpOCl)I) AJIsI MOATOTOBKHU K NMPAKTHYCCKHM 3aHATHAM,
KOHTPOJIA U CAMOKOHTPOJIA 3HAHMH TCOPETHYECCKOT0 MaTepuaJja 1o HpOﬁHeHHbIM TeMaM

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

Bpewms - 2 yac.

OCHOBHBIE BOIIPOCHI:

1) BolnosiHeHUE JEKCUKO-TpaMMaTHUECKUX YIPAXKHEHWM, HAlpaBICHHBIX HAa pa3BUTHE
JIEKCUKO-TPaMMaTUYECKUX HABBIKOB.

2) UteHue 1 BBIMOJTHEHUE 3aJJaHUIN 110 TEMATHYECKOMY TEKCTY.

3) BoinonHeHUe ypaKHEHUI Ha Pa3BUTHE HABBIKOB BOCIPHUSTHS Ha CIyX Pa3srOBOPHO-
OBITOBOM peuu, TUATIOTHUECKOW M MOHOJIOTHUECKOW PEUH, MUChMA.

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

Bpewms - 2 yac.

OcCHOBHBIE BOIIPOCHI:

1) BolnosHeHUEe JEKCUKO-TpaMMaTHUECKUX YIPAKHEHWM, HalpaBICHHBIX HAa pa3BUTHE
JIEKCUKO-TPaMMaTHYECKUX HaBBIKOB, KOHTPOJIb JOMAIIHETO 3aJaHMs.

2) UteHue u BBIMOJHEHUE 33JJaHUIN 110 TEMATHYECKOMY TEKCTY.

3) BeinosiHeHne ynpaxHEHUN Ha pa3BUTHE HABBIKOB BOCHPUATHUS Ha CIyX Pa3rOBOPHO-
OBITOBOM peuu, 1MaJOruuecKoi 1 MOHOJIOTUYECKOM peun, MuchbMma.

Tema 3. Telephoning.

Bpewms - 2 yac.

OCHOBHBIE BOIPOCHI:

1) BeinonHeHue JIEKCUKO-TPAMMATHUUYECKUX YIPAXHEHUW, HAMPaBICHHBIX Ha Pa3BUTHE
JIEKCUKO-TPAMMAaTHYECKUX HABBIKOB, KOHTPOJIb JIOMAILHETO 3a/IaHUSI.

2) UteHue ¥ BBIMOJTHEHUE 33JJaHUN 110 TEMATHIECKOMY TEKCTY.

3) BeinonHeHue ynpakHEHUH Ha pa3BUTUE HABBIKOB BOCHPUATHUS HA CIIyX Pa3rOBOPHO-
OBITOBOM peuH, TUATOTHIECKON M MOHOJIOTHYECKON peun, MMChMa.

Tema 4. Business Letters.

Bpewms - 2 4ac.

OCHOBHLIC BOITPOCHI:

1) BoinosnHeHue JIEKCUKO-TpaMMaTHUECKUX YIPAKHEHHM, HalpaBICHHBIX HA pPa3BUTHE
JICKCUKO-TPAMMAaTUUYCCKUX HABBIKOB, KOHTPOJIb JOMAIIHCTO 3alaHU .
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2) UteHue U BBIMOJHEHUE 33JJaHUN 110 TEMATHYECKOMY TEKCTY.
3) BoinonHeHue ynpaxHEHUH Ha pa3BUTHE HABBIKOB BOCIPUATHS HA CIyX pa3rOBOPHO-
OBITOBOM peuu, 1MajJorHuecKoi 1 MOHOJIOTUYECKOM peun, MuchMa.

Tewma 5. Emails and Network Communication.

Bpewms - 2 yac.

OcHOBHBIE BOIIPOCHI:

1) BeinosHeHHe JIEKCUKO-TPaMMAaTHYECKUX YIPAXHEHUW, HAMPaBICHHBIX Ha Pa3BUTHE
JICKCHUKO-T paMMaTI/I‘-IeCKI/IX HaBBbIKOB, KOHTpOJIb JOMAIIIHETO 3aaHuA.

2) UteHue 1 BBIMOJHEHUE 33JJaHUI 110 TEMATHYECKOMY TEKCTY.

3) BoinosnHeHue ynpaxHEHUH Ha pa3BUTHE HABBIKOB BOCIPUATHS HA CIyX pa3rOBOPHO-
6BITOBOI>'I peuu, nuanomquKoﬁ U MOHOJIOTUYECKOU p€yu, nmucbMma.

Tema 6. Presentations: Preparation.

Bpewms - 2 gac.

OcHOBHBIE BOIIPOCHI:

1) BblnmonHeHue JIEKCUKO-TPaMMaTHUYECKUX YINPaKHEHUH, HAIlPaBJICHHBIX HA Pa3BUTHE
JIEKCUKO-TPaMMaTHYECKUX HaBBIKOB, KOHTPOJIb JOMAIITHETO 3aJaHMsl.

2) YteHue U BHIIOJIHEHUE 3a/IJaHUH 110 TEMATHYECKOMY TEKCTY.

3) BoinosnHeHue ynpaXHEHWH Ha pa3BUTHE HABBIKOB BOCHPUSATHS Ha CIIyX pa3rOBOPHO-
OBITOBOM peun, TUATOTMYECKOW U MOHOJIOIMUECKON Peyr, MUChbMA.

Tema 7. Presentations: Delivery.

Bpewms - 2 gac.

OcHOBHBIE BOIIPOCHI:

1) BbinmonHeHue JIEKCUKO-TPaMMaTHUYECKUX YINPaKHEHUH, HAllPaBJICHHBIX HA Pa3BUTHE
JIEKCUKO-TPaMMaTHUECKUX HaBBIKOB, KOHTPOJIb JOMALIHETO 3aaHHUS.

2) YteHue U BHIIOJIHEHUE 3a/IJaHUH 110 TEMAaTHYECKOMY TEKCTY.

3) BoinosnHeHue ynpakXHEHUH Ha pa3BUTHE HABBIKOB BOCHPUSATHS HA CIyX pa3roBOPHO-
OBITOBOM peun, TUATOTHYECKOW U MOHOJIOTMUECKON PeyH, MUChMA.

Tema 8. Business Meetings. Making an Appointment.

Bpewms - 2 yac.

OcHOBHBIE BOIIPOCHI:

1) Brimonnenue JICKCUKO-TPAMMAaTUYCCKUX yr[pa)KHeHPIfI, HAITpaBJICHHBIX Ha Pa3BUTHUC
JICKCUKO-TPaMMAaTUYCCKNUX HABBIKOB, KOHTPOJIb AOMAIIHETO 3a1aHUA.

2) YrteHue 1 BBHINOJHEHUE Sa,Z[aHI/Iﬁ 10 TCMAaTUYCCKOMY TCKCTY.

3) BoinosnHeHue ynpaXHEHUHM Ha pa3BUTHE HABBIKOB BOCHPHSTHS Ha CIyX pa3roBOPHO-
OBITOBOM peuu, ,HHaHOFHHCCKOﬁ 1 MOHOJIOTHUYECKOM pcuu, mucbmMa.

Tema 9. Negotiating.

Bpewms - 2 yac.

OCHOBHBIE BOIIPOCHI:

1) BolnosiHEHNE JEKCUKO-TPAMMaTHUECKUX YIPAXHEHWM, HAllpaBICHHBIX HA pPa3BUTHE
JIEKCUKO-TPAaMMaTUYECKUX HAaBBIKOB, KOHTPOJIb JOMAIIIHETO 3aJaHUs.

2) YreHue U BBIIIOJHEHUE 3a1aHUN 110 TEMAaTHYECKOMY TEKCTY.

3) BoinonHeHue yrnpaXHEHUH Ha pa3BUTHE HABBIKOB BOCHPUSITHUS HA CIyX Pa3roBOPHO-
OBITOBOM peuH, TUATOTHUECKOW U MOHOJIOTHUECKON PeyH, MUChMA.

Tema 10. Applying for a Job. CV Writing.
Bpewms - 2 yac.

10



OCHOBHBIE BOITPOCHI:

1) BolnosiHEHNE JEKCUKO-TPAaMMaTHUECKUX YIPAXKHEHWM, HAlpaBICHHBIX HA pPa3BUTHE
JIEKCUKO-TPaMMaTUYECKUX HABBIKOB, KOHTPOJIb JOMAIIIHETO 3aJaHusl.

2) UreHue u BBIMOJIHEHUE 33JJaHUN 110 TEMATHYECKOMY TEKCTY.

3) BoinonHenue yrnpakxHeHUH Ha pa3BUTHE HABBIKOB BOCHPUSATHUS HA CIyX Pa3roBOPHO-
OBITOBOM peuH, TUATTOTHUECKOW U MOHOJIOTHUECKOW PEeUH, MUChMA.

Tema 11. Cover Letter Writing.

Bpewms - 2 gac.

OCHOBHBIE BOIIPOCHI:

1) BolnosiHEHUE JEKCUKO-TPAMMAaTUUYECKUX YIPaKHEHWW, HaIlpaBICHHBIX HA pa3BUTHE
JIEKCUKO-TPaMMaTUYECKUX HABBIKOB, KOHTPOJIb JOMAIIIHETO 3aJaHusl.

2) UreHue ¥ BBIMOJHEHUE 3aJJaHUIN 110 TEMATHYECKOMY TEKCTY.

3) BoinonHenue yrnpakxHEHUH Ha pa3BUTHE HABBIKOB BOCHPUSATHUS HA CIyX Pa3roBOPHO-
OBITOBOM peuu, TUATIOTHYECKON U MOHOJIOTHUECKOW peyH, MUChMa.

Tema 12. Jobs. Requirements to a Specialist.

Bpewms - 2 yac.

OCHOBHBIE BOIIPOCHI:

1) BolnosiHeHUE JEKCUKO-TPaMMaTHUUECKUX YIPAXKHEHWM, HAlpaBICHHBIX HA pPa3BUTHE
JIEKCUKO-TPaMMaTUYECKUX HABBIKOB, KOHTPOJIb JOMAIIIHETO 3aJaHusl.

2) UteHue 1 BBIMOJHEHUE 33JJaHUN 110 TEMATHYECKOMY TEKCTY.

3) BoinonHenue yrnpaxHEHUN Ha pa3BUTHE HABBHIKOB BOCHPUSTHUS HA CIyX Pa3rOBOPHO-
OBITOBO peuH, TUATIOTHUECKOW M MOHOJIOTHUECKOW PEUH, MUChMA.

Tema 13. A Job Interview.

Bpewms - 2 gac.

OcHOBHBIE BOIIPOCHI:

1) BolnosiHeHUE JIEKCUKO-TpaMMaTHUECKUX YIPAXKHEHWM, HAlpaBICHHBIX HA pa3BUTHE
JIEKCUKO-TPaMMaTHYECKUX HaBBIKOB, KOHTPOJIb JOMAIIHETO 3aJaHMs.

2) UteHue u BBIMOJHEHUE 33JJaHUI 110 TEMATHYECKOMY TEKCTY.

3) BeinosiHeHne ynpaxHEHUN Ha pa3BUTHE HABBIKOB BOCHPUATHUS Ha CIyX Pa3rOBOPHO-
OBITOBOM peuu, 1UaJIOrMuecKoi 1 MOHOJIOTUYECKOM peun, muchMma.

4.5. IlpumepHbIi NepeYeHb BONMPOCOB /ISl OPraHN3AlUM U IVIAHUPOBAHUS CAMOCTOSITE/Ib-
HOM PadoThI CTYICHTOB 110 H3Y4YeHHBIM TeMaM/pa3iesaam

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
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13) Requirements to a Specialist
14) A Job Interview: Questions and Answers
15) Dos and Don'’ts for Job Seekers

5. MeToauueckue YKazaHus 1Jid oﬁyqamumxcs[ 10 OCBOCHHIO JUCHUIIJIHHBI (MO}Iy.]'Iﬂ)

CamocrositensHas padorta cryaeHToB (CPC, CP) sBisieTcss BaKHBIM BHJIOM Y4e€OHOW U
HAYYHOH JeATENIbHOCTH, HAlIPABJICHHBIM Ha PAa3BUTHE CAMOCTOSTEILHOCTH, OTBETCTBEHHOCTH U
OpPraHU30BAaHHOCTH, TBOPUYECKOTO MOJXOJa K PEIICHUIO 3a/1a4 Y4eOHOro U npodeccruoHaibHOro
ypoBHsi. CaMocTosiTenbHas padoTa - 00s3aTeNbHAs YacTh Y4EOHOTO Mpoliecca s KaKI0ro 00y-
qaromierocs, 00beM KOTOPO omnpeeseTcss yueOHbIM TUIaHOM.

O0bem, BUIBI U (HOPMBI CAMOCTOATENBHOM pabOTHI CTYACHTOB MPH peaIn3alluil JUCIH-
IUTHHBI, TIOPSIIOK €€ OpraHUu3aliy U KOHTPOJISL OMPEAESIOTCs BEAYIINM MPENoIaBaTeIeM B CO-
OTBETCTBHM C METOJMUYECKUMH PEKOMEHJALMSIMH 0 OPTaHMU3alUU CaMOCTOSTEIbHON paboThI
oOyuatomuxcst UHCTUTYTa U 1OBOAATCA 710 CBEJCHUS 00yUYarOIINXCS.

OCHOBHBIMHU BHJIaMHU CAMOCTOSITETILHON paOOThl 00YJarOIIUXCsl SBISETCS:

— H3YYEHHE TEOPETHUECKOTo y4yeOHOTO MaTepuasia Ha OCHOBE KOHCIEKTOB JICKIIMU M T1OJ-
TOTOBKA K MPAKTHYECKUM 3aHATUSAM (ITIOBTOPEHUE OTBETOB HAa TEOPETHUYECKHE BOMPOCHI K 3aHs-
TUSIM);

— pabora ¢ IuTepaTypoi IS TOArOTOBKY BBICTYIUICHHUH C JOKIaIoM (dcce, pedepaTom), a
TaKKe U3ydeHHs y4eOHOM JIMTepaTyphl IO BOIIPOCaM, OTBEJACHHBIM Ha CAaMOCTOSITEIIbHOE OCBOE-
Hue (Ipy HAJIMYUN);

— TOJrOTOBKA K YCTHOMY ONPOCY WM MHUCHbMEHHOMY T€CTUPOBAHUIO, K KOHTPOJBHOHN pa-
oore;

- CaMOCTOSITEIbHOE BBIMOJTHEHHUE MTPAKTUKO-OPHUEHTUPOBAHHBIX 3a/IaHUM

MeToauyeckue peKOMeHIallMU MPHU MOATOTOBKE K Ay TUTOPHBIM 3aHATUIM

K ayauTopHbIM 3aHSITHUSM OTHOCSTCS JIGKIIMOHHBIC 3aHATHS U MpPaKTHYECKHUe (CeMUHap-
CKHE) 3aHSTHS.

B mnporecce nekuuii peKOMEHIyeTcsi BECTH KOHCIIEKT, YTO MO3BOJIUT BIIOCIEICTBUU
BCIIOMHUTH U3y4YCHHBIH YIeOHBIN MaTepHal, TOTMOJIHUTE COAepKaHNe TIPU CaMOCTOATENBHOM pa-
00Te c IUTepaTypoil, MOATOTOBUTHCSA K MPOMEXYTOYHOM aTTecTaluu. B mporecce KOHCHEKTH-
poBaHus cieayeT oOpamarh BHUMaHHE Ha KaTeTOpHH, (JOPMYIHPOBKH, PACKPHIBAIOIINE COMIEP-
YKaHHe TeX WU UHBIX SBICHUHN U MPOIIECCOB, HAYYHBIE BBIBOBI U MPAKTUYECKHUE PEKOMEHIAIUH.

B Xxoxe moAaroToBKH K MPaKTUYECKOMY 3aHATHIO OOydaromeMycs peKOMEHIYeTCs HM3Y-
YUTh yKa3aHHYIO B pabodeil mporpamMme OCHOBHYIO TUTEPATYPY, O3HAKOMUTHCS C TOTIOTHUTEINb-
HOW JTUTEPaTypoi o Teme 3aHsAThs. [ mydiero moHuMaHus COAep KaHus TPOrpaMMbl 00yda-
IOLIMMCS PEKOMEH/IYeTCsl TIOCTOSSHHO COOTHOCHUTDH 3HaHUS, MOJyyaeMble B Kypce, C Y)Ke HaKoIl-
JICHHBIMH CBEICHUSIMH W3 OOJIACTH TICHUXOJIOTHH, aKTUBHO 33JaBaTh BOIPOCHI IO M3y4aeMOMY
MaTepuany U IPUHUMATh y4acTHe B 00CYK/ICHUSAX HA MPAKTUYECKUX 3aHATHUSX.

[Ipu pemennu mpakTUYECKUX 3aaHUM (3a7a4) 00yJaroneMycsi peKOMEHIyeTCsl TIpe/iBa-
PUTEIBHO MOBTOPUTH TEOPETUUECKUN MaTepuall 0 COOTBETCTBYIOIIEH TeMe (BOIPOCY), BBIIH-
caTh aJrOPUTM BBIMOJIHEHMS] aHAJIOTMYHBIX TUIOB 3aJaHUM U (WIM) HEOOXOAUMbIE (OPMYIIBI;
KpaTKO OTpa3uTh MCXOJHOE YCJIOBUE 3aJaHUs; MPUBECTH Pa3BEpHYTHIC MOSICHEHUS XOJAa pelle-
HUS; TTPOAHATTM3UPOBATh TOJTYYCHHBIE PE3yabTaThl M COPMYIHPOBATH BBHIBOJBI M (WMJIH) PEKO-
MeHauu (mpu Heooxoaumoctn). Ilpu perennu kelc-3a1aHuil B OTBETE B JIOMOJHEHHE K Tepe-
YUCJICHHOMY CJIEAyeT YeTKO 0003HAYUTh KITt0UeBbIe (PAKTOPHI / YCIOBHS, IPH HATUYIUH / COOITIO-
JICHUU KOTOPBIX MPEATIOKEHHOE peleHre MpobIeMHOi kelic-cutyanuu oyneT 3ppeKTUBHBIM.

Ocob6oii hopMoii KOHTAaKTHOW PaOOTHI SBISAETCS CAMOCTOSITENIbHAsT padoTa MO PYKOBO/I-
CTBOM TIperoiaBareisi, KOTopas BKIIOUAET TEMATHYECKYI0 KOHCYNBTAIUIO 10 TUCIUIUIMHE pa-
0ouero y4eOHOTro TUTaHa COOTBETCTBYIOIIETO T'0Jla OOyUYEHHUS WM pa300p 3alaHuil OTIETHLHOTO
3aHSTHS IO COOTBETCTBYIOIICH TUCIUIUIMHE, TPOBOJAUMYIO €XKEHEIETbHO KaK WHIUBUIYAIbHO,
TaK | JUTSE MEJIKUX TPYIII TI0 YTBEPXKISHHOMY pacrrcaHuio. OOyJaromuMcs: peKOMEHTyeTCsl To-
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CellaTh TaKWue 3aHATHS M0 HEOOXOIUMOCTH IJisi obecrieueHus O6osee 3 (HEKTUBHON MOATOTOBKU
Y KayecTBa YCBOCHHS YI€OHOTO MaTepHana.

Jljis ydniero oCBOEHHUSI TEOPETUYECKOro MaTrepuana HeoOXOAMMO CHCTEMAaTHYeCKU pa-
00TaTh ¢ KOHCTIEKTaMH JICKI[UH, OCYIIECTBIISATh aHATUTHIECKYI0O 00pabOTKy y4eOHOM auTepary-
pBl Ul CaMOCTOSITEJIBHOTO HU3yueHHUsi (aHHOTHUPOBaHUE, PEIEH3UpOBaHUE, pedepupoBaHUE).
CrnemyeT moArOTOBUTH TE3UCHI JJIS BBICTYIUICHUH 110 BCeM Y4eOHBIM BOIPOCaM, BEIHOCUMBIM Ha
MIPAKTUYECKOE 3aHITHE, B OCOOCHHOCTH 10 BOIIPOCaM, BHIHOCHUMBIM Ha CaMOCTOSITENIbHOE U3y4e-
uue. [IpeacraBieHHbIC B TPAKTHYECKOM 3aHSTHU BOMPOCH! OMUPAIOTCS HA MPONUCHHBIN JICKIIH-
OHHBIN MaTepuaj, MOITOMY K HHUM >KeJaTeJIbHO TOTOBUTHCS MOCJE M3Yy4eHHUs MaTepuaia COOT-
BETCTBYIOIIMX JICKIIUM.

Jloknan u pedepar npeacTaBisioT co0oi coobIIeHrne Mo 3a1aHHO TeMe, C LeJIbl0 BHe-
CTH 3HAHUS U3 JOMOJHUTEIBHOM JIUTEPATYpPhl, CUCTEMATU3UPOBATH MATEPUJI, IPOUILITIOCTPUPO-
BaTh MpPUMEpaMH, pPa3BUBaTh HABBIKW CAMOCTOATEIbHOW pabOThI ¢ HAYYHOH JUTEPaTypOi, MO-
3HABaTEJIbHBIM MHTEPEC K HAyYHOMY IO3HAHHIO. Dcce, B OTIIMYUE OT JIOKJIajaa, MpEerosaraet
HaJIM4Yue PacCy>KICHHUI BBICTYIAIOLIETO MO BbIOpaHHOW MpoOsieMaTHuKe, ero aBTOPCKYIO IMO3HU-
[0, apTYMEHTHPOBAHHYIO CHHTE30M MH()OPMAIMU U3 Pa3IUYHBIX YUCOHBIX U (WJIM) HAYYHBIX
UCTOYHUKOB. L{enb 3cce cOCTOUT B pa3BUTHUH HABBIKOB CAMOCTOSITENIbHOTO TBOPYECKOTO MBIIILIE-
HUS ¥ TUCBMEHHOTO U3JIOKEHUS COOCTBEHHBIX MBICIICH.

['oTOBSICH K BBICTYIUICHHUIO C JOKJIAJOM, C 3CCe WK pedepaTuBHOMY COOOIICHHIO, 00Y-
YaIOUMHCA MOKET o0pamiaThCs 3a METOAUYECKOM MOMOIIBIO K mpenoaaBatento. Haunnars noa-
TOTOBKY CJIEyeT COCTaBJICHHMEM IUIaHA (KOHCIEKTa) BBICTYIUICHUS [0 U3y4aeMOMY MaTepHally
(Bompocy). Jlanee ciegyer oToOpaTh BCIO COAEPIKATEIBHYIO YacTh JJIsl TPE3CHTAI[MH U BBICTPO-
UTh JIOTUYECKYIO LIETIOUKY MpeacTaBieHus. OnpenenuTs BUAbl BU3yalu3alud (KapTUHKH) IS
OTOOpaXKCHHSI UX Ha CJIaii/Iax B COOTBETCTBHH C JIOTHKOM, IIEJIBIO U CIISIIU(PUKON MaTepuaa.

[IpakTHueckre cOBETHI MO MOATOTOBKE BBHICTYIIJICHUS C MPE3EHTAIUEH
COTJIACYMTE C MperiojiaBaTesieM TeMY ISl BBICTYIIICHUS U TOJ0EPUTE aKTYaIbHYO JIUTEPATypYy;
TOTOBBTE OT/CIIBLHO: TEKCT JIOKJIaa, ciaaiiel (10-15), pa3marodnsiii MaTepralt (Mpy HEOOXOAMMOCTH);
BBIHOCHTE Ha CITAH bl CAMYFO 3HAUMMYIO HH()OPMAITHIO, JTYUIIIC HATISTHYO (TaOJHITBI, CXEMBI U T.I1.);
WCTIONB3YMTE JJTs IPE3EHTAITNN CACPYKaHHBIN JIETIOBOM CTHIIB OPOPMIICHMS;
BBICTYIUICHHUE HaYMHAMNTE C 00s3aTeNTbHON MH(DOPMAIMK: TeMa, (PamMIisl M HHULHAJIBI BHICTYTIAIOIIIC-
IO;
e coOmosaifiTe CTPYKTYpY BBICTYIUICHUS B JOKJIa/ie ¥ Ha MPE3EHTAIMH: TIaH COOOIIECHMUS; CIaiIbI, Wil-
JIFOCTPUPYHOILHE (HO HE {yOIMPYIOIIHE) TEKCT BBICTYIUIEHHS; KPATKHE BHIBOJIBI 3 BCETO CKA3aHHOI'O;
e 00s3aTeNbHO YKa3bIBalTE CITUCOK UCIIOIb30BaHHBIX UCTOUYHUKOB;
e OyIbTE TOTOBBI K BOMPOCAM TI0 TEME BBICTYTIICHHS;
e coOnrosiaiiTe TaliMIHT BO BpeMsl BBICTYTIJICHUS: /IO 7 MUH. HA BBICTYIUICHHE U 5 MUH.- OTBETHI HA BO-
TIPOCHL
MeTtoauyeckue peKOMEH/IALMH IO MOATOTOBKE U BBHINOJHEHHIO KOHTPOJIbHO pado-

ThI

KonTtponbHast paboTa BBICTYMAaeT OLEHOYHBIM CPEJICTBOM PYOEKHOTO KOHTPOJIS 3HAHU,
YMEHHMH U HaBBIKOB 00y4aroerocs, copMHUpOBaHHBIX 110 UTOTAM W3YYEHMSI MOJIYJISL UJTU COBO-
KYITHOCTH B3aMMOCBSI3aHHBIX TEM AUCLUIUIMHBIL.

KonTponbHast pabota mpoBOAUTCS MOCIIE 3aBEPLUICHUS U3YUEHUS TEM, BXOJSAIIMX B MOAYIIb
JTMCLUIUIMHBL, HO HE PeXe JBYX pa3 B CEMECTp, BBIMOIHAETCS CTYyJEHTOM CaMOCTOSTENbHO, 0e3
WCIOJIb30BAaHUS BCIIOMOIaTeIbHBIX MAaTepPHaNoB (B TOM UHCIEe YU€OHHUKOB UM KOHCIEKTOB JIEK-
1IUi1) B OTBEJICHHOE ISl ATOTO OTPAaHUYCHHOE BPEMS.

JIJ11 IOATOTOBKY K MOAYJIBbHOW KOHTPOJIbHOM paboTe HE0OX0JMMO OBTOPUTH TEOpPETHYE-
CKMM MaTepHall JIEKIUI U IPUMEPBI BBIIIOTHEHUS NIPAKTUYECKUX 3aaHui 110 TeMaM monyus. Ha
KOHTPOJIBbHON paboTe He0OXOIUMO MPEeXk e BCEr0 BHUMATEIbHO NMPOYUTATh TEKCT 3a/laHul, pac-
MpeeNUuTh BpeMs Ha UX BBIIIOJHEHHE U MIPUCTYNUTH K KOHTPOJIBHOM padorTe.
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6. O0yuyeHre HHBAJIUI0B U JIUI C OTPAHUYEHHBIMH BO3MOKHOCTSIMHU 310POBbSI

OO0pa3oBarenbHas JeSTEIBHOCTh 00YJAOIIUXCS U3 yrcia nHBauaoB 1 ui ¢ OB3 ocy-
IecTBIIsIETCS B COOTBETCTBUU ¢ [Iprkazom MuHMCcTepcTBa HAyKH U BbICIIero oopa3oBanus Poc-
cuiickoit @eneparun ot 25 anpens 2025 r. Ne 384 «O6 yrBepxaenuu Ilopsinka obecnieueHus
YCIOBUI JAOCTYIMHOCTH JUIsl HHBAIUIOB OOBEKTOB M MPEAOCTABISIEMBbIX YCIYyT B chepe HayKu U
BBICIIIETO 00pa30BaHUs, a TAK)KE OKA3aHUS UM IMPU ITOM HEOOXOAMMOI momorm», Metoamnue-
CKMMH PEKOMEHAIMSIMH [0 OpraHu3aluu 00pa3oBaTENIbHOIO Mpoliecca AJisi 00y4yeHUs HHBAJIU-
JIOB W JIMI[ C OTPAHMYEHHBIMA BO3MOXHOCTSIMHU 3JIOPOBbS B 00pa30BaTEIbHBIX OPTaHU3AIMSIX
BBICILIET0 00pa30BaHMs, B TOM YHCIIE OCHAIICHHOCTH 00pa30BaTeIbHOIO MpOIlecca, YTBEPKICH-
HbIMU MunuctepcTBoM oOpazoBanus u Hayku PD 08.04.2014r. Ne AK-44/058H, JTOKaIbHBIMH
HOPMaTUBHBIMH akTamu HCTUTYTA.

B unctutyTe 00pa3oBaTenbHas aedaTeabHOCTh o0ydarommxcs ¢ OB3 ocymiecTBisercs: Ha
OCHOBE 00pa3oBaTelIbHBIX MPOrpaMM, aJaNTHPOBAHHBIX, MPU HEOOXOIUMOCTH, Ui OOydEHUS
yKa3aHHBIX JIUI, C Y4eTOM 0COOEHHOCTEH MCUXO(PU3NIECKOTO PA3BUTHSI, UHIUBUIYATBHBIX BO3-
MOKHOCTEH U COCTOSTHUS 3JJ0POBbS TAKMX 00Y4aIOIIHUXCSI.

B uHCTHTYTE CO3MaHBI CHEIMALHBIC YCIOBUS IS MOJydeHus: oOpa3oBaHus Mo oOpa3o-
BaTeIbHBIM Mporpammam obydaromumucsa (OakanaBpamu) ¢ OB3, koTopble BKIIOYAIOT B ce0s
WCIIOJIb30BAaHNE CIEIUAIBHBIX METOJIOB OOYUEHHUS W BOCHHUTAHHS, JICKTPOHHBIC 00pa30oBaTEIIb-
HbIE pecypchl B (popMax, aJanTUPOBAHHBIX K OTPAHUYECHUSAM HX 3/10POBbS, CIICUATbHBIC TEXHU-
YECKUE CpeICTBa OOyUEHHMs], MPEJOCTABICHUE YCIYT aCCUCTEHTA (ITPH HEOOXOIMMOCTH), OKa3bl-
Baroliero oOydarommuMmcs (OakanaBpamM) HEOOXOIMMYIO TEXHHUYECKYIO MOMOIIb, OOecreueHue
OeCIPEnATCTBEHHOTO JJOCTYIIA B 3/1aHNE MHCTHTYTAa H CBOOOHOE TIEpEeMEIICHHE.

[IpenocraBnenue crerUalbHBIX TEXHUYECKHX CPEICTB OOYYEeHHs KOJUIEKTUBHOTO U HH-
JTUBUIYAITBHOTO TTOJIb30BAHUS, TTOI00P M pa3padOTKa YIeOHBIX MATCPUAIOB JUISI OOYJIAFOIIMXCS C
OB3 npou3BOAUTCSA C YYETOM HHIMBUIYaJIbHBIX MCUXO(PU3NOIOTUYECKUX OCOOEHHOCTEH 00y-
Jamuxcs U cnenuduku npreMa-nepenadn yueOHoW WHGOpMAaMKd HAa OCHOBAHWU MPOCHOBI,
BBIPKEHHOW B MUCbMEHHOU (hopme.

7. Opranusanusi BOCIUTATEILHOI padoThl B polecce peajn3aunu JHCHUILUINHBI KaK
KOMIIOHEHTa 00pPa30BaTe/IbHOI MPOrpaMMbl

B cooTBercTBHMHM C AeHCTBYHOIIMM 3akoHOAATeNbCTBOM Poccuiickonn dexpeparuu, Jo-
KaJIbHBIMU HOPMATUBHBIMU akTaMH MHCTUTyTa B paMkax peanu3aluu AUCLUIUIMHBI OCYIIECTB-
JIsieTCs BOCIUTATENbHAsT paboTa, HaIpaBJIeHHAs HA 3aKPEIUICHHE AYyXOBHO-HPABCTBEHHBIX I[E€H-
HOCTel U (WJIK) pa3BUTHE BHICOKOHPABCTBEHHOM JIMYHOCTH, CIOCOOHOM B OJTHOM Mepe peann3o-
BbIBATh CBOI\/'I IIOTCHIINA N HpOSIBI/ITB MHUIINATUBHOCTLH B yCJ'IOBI/ISIX COBpeMeHHOFO 06HI€CTBa.

BocnurarensHas paboTa B pamMKax pealv3aluy AUCHUILTUHBL «/[eT0BOil MHOCTpaHHBIHA
SI3BIK» KaK KOMIIOHEHTa 00pa30BaTeIbHOM MPOrpaMMbl OCHOBaHA Ha MCIOJb30BAaHUU aKCHOJIO-
THYECKOT0, KYJbTYPHO-UCTOPHUYECKOT0, CUCTEMHO-AESATEILHOCTHOTO U JIMYHOCTHO OPUEHTHUPO-
BAHHOT'O 1moaxoaa C y‘IeTOM OCHOBHBIX HpI/IHIII/IHOB BOCIIUTAHUSA . FYMaHI/ICTI/I‘IeCKOI;’I HanpaBneH-
HOCTH, COBMECTHOM JI€ATEIHHOCTH YYaCTHHUKOB 00pa30BaTeNbHOTO Mpoliecca, CIeJOBaHMs HPaB-
CTBEHHOMY IpUMeEpY, 0€3011acCHOM KUZHEAEATENIbHOCTH U MHKIIIO3UBHOCTH.

8. MarepuaibHO-TEXHUYECKOE H YUeOHO-MeTOInYeCcKoe odecnevyeHue TUCUMILTHHBI (MOaY-
JIs1)

8.1. IlepeyeHbs OCHOBHOI W JONMOJHHMTENbHOM Y4eOHOM JIMTEPATYpPbl, HEOOXOAUMON IS
OCBOEHMSI TMCUUIJIMHBI (MOXYJIS)

a) OCHOBHAs TUTepaTypa:
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1. Kpymuenko, A. K. Aurmuiickuii s3pik mias megaroroB: Academic English (B1-B2) :
yuebnoe noco6ue /s By30B / A. K. Kpynuenko, A. H. Ky3uenos, E. B. [Ipununko ; mox
obmeit penakuuei A. K. Kpymaenko. - Mocksa : U3narensctBo HOpaiit, 2023. - 204 c. -
(Beicmiee obpazoBanue). - ISBN 978-5-534-10843-9. - Tekcr : anekrponnsiit // O6pazo-
BatenbHas miatdopma FOpaiit [caiit]. - URL: https://urait.ru/bcode/516982 (mara ob6pa-
menust: 03.08.2026).

2. Makapona, E. A. Aurnumiickuii s3Ik i1 ricuxosioroB (B2-C1) : yueOHUK B MPaKTHKYM
st By3oB / E. A. MakapoBa. - 4-¢ usn., nepepad. u jgomn. - Mocksa : M3narenbcTBo
IOpaiir, 2023. - 355 c. - (Bricuiee oopazoBanue). - ISBN 978-5-534-12143-8. - Tekcr :
anekTpoHHeld //  OOpaszoBatenbHas  miarpopma  FOpaiit  [caiit]. - URL:
https://urait.ru/bcode/510518 (mata obpamienus: 03.08.2026).

3. Tlomnaeckas, T. B. AHrmmiickuii si3b1K. [IpoGieMbl KOMMYHHKAIIMK : yaeOHOE mocobue
mst By3oB / T. B. ITorutaBekast, T. A. CricoeBa. - Mocksa : M3narensctBo KOpaiit, 2023. -
175 c. - (Boicuiee oopazoBanue). - ISBN 978-5-534-07461-1. - TekcT : 3MeKTpOHHBIH //
OopasoBarenbHas wiardopma FOpaiit [caiit]. - URL: https://urait.ru/bcode/516622 (mara
obpamenus: 03.08.2026).

0) JOMONHUTEIbHAS TUTEpaTypa:

4. Awnrmuiickuii s3bIK I akagemudeckux neneid. English for Academic Purposes : yae6HOe
nocobue st By30B / T. A. bapanosckasi, A. B. 3axaposa, T. b. Ilocnienosa, 0. A. Cy-
BOpoBa ; oA penakuueid T. A. bapaHOBCKOH. - 2-¢ u3., mepepad. u gon. - Mocksa : 13-
narensctBO KOpaiit, 2023. - 220 c. - (Beiciee o6pazoBanue). - ISBN 978-5-534-13839-
9. - Tekcrt : snexrponnsiii / O6pa3oBarenbHas 1wuiarpopma IOpaiit [caiit]. - URL:
https://urait.ru/bcode/511748 (nara obparenus: 03.08.2026).

5. Ky3pmenkoBa, FO. b. Aunrmmiickuii s3pik ans comwmosnoroB (A2). English for Social
Studies : yueObHuk u npaktukyM Uit By30B / FO. b. Ky3smenkoBa, A. P. )KaBoponkoga. -
Mocksa : U3natensctBo HOpaiit, 2023. - 333 c. - (Beiciiee oopazoBanue). - ISBN 978-5-
534-05307-4. - Texkct : anexkTpoHHbIN // OOpa3oBaTensHas niaardopma FOpait [caiit]. -
URL: https://urait.ru/bcode/510675 (mara oopamenus: 03.08.2026).

6. Yuxwuiena, JI. C. AHIIIMACKUIA s3bIK 17151 MyOaMuHbIX BeicTyruieHuid (B1-B2). English for
Public Speaking : yuebHoe mocobue mist By3oB / JI. C. Yukwiiesa. - 2-¢ u3J., UCIp. U JOIIL.
- Mocksa : U3narensctBo IOpaiit, 2023. - 167 c. - (Beiciiee o6pazoBanue). - ISBN 978-
5-534-08043-8. - Tekct : anexrponHbIi // Obpa3oBarensHas miardopma FOpaiir [caitT]. -
URL: https://urait.ru/bcode/512417 (nara oopamenus: 03.08.2026).

7. Tlcuxoanamus. Psychoanalysis : yueOHOe mocoOue st By30oB / moxa penakuueit A. O.
[Tputma, M. M. PemetnukoBa. - 2-e u3z. - Mocksa : M3garensctBo FOpaiit, 2023. - 289
c. - (Briciiee o6pazoBanue). - ISBN 978-5-534-09537-1. - Tekcr : anexTpoHHsIi // O6-
pasoBarenbHas tuiatdopma FOpait [caiit]. - URL: https://urait.ru/bcode/516236 (nara
obpamenusi: 03.08.2026).

8.2. Ilepeuenn pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIIMOHHON CeTH «KUHTEPHET», He-
00X0IUMBIX J1JI51 OCBOCHUS TUCHMILUIUHBI (MO1YJIAA)

HaszBanue du.aapec Pesxxum goctyna
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JTanbrit KaOuHeT o0y4arorierocs
O4y BO «MUII» (CAO Ha 6Gase
LMS Moodle)

denepanpublii nopran «Poccuiickoe 06pazo-
BaHHUE»

[Topran ncuxonoruuecKux U3IaHui

Penozuropuii HayuyHBIX TpYZA0B MOCKOBCKOIO
HAaYYHO-HCCIIEA0BATEIECKOTO HHCTUTYTA
TICUXHATPUH

DIeKTPOHHBIN )XypHAI «Borpocs! ncuxoio-
THI»

Caiit UnctuTyTa nicuxomoruun PAH

Caiit PoccHiickoro mcuxoJIori4eckoro 00-
1ecTBa

CnpaBo4HO-MH()OPMALIMOHHEIH TOPTAI
«I'pamota.py»

https://sdo.mip.institute/

https://edu.ru/

https://psyjournals.ru/

https://mniip.serbsky.ru/

http://www.voppsy.ru/
https://ipran.ru/

https://psyrus.ru/

https://gramota.ru/

8.3. Dy1eKTPOHHO-0U0IMOTEYHbIE CHCTEMBI

Ha3Banue JJ1. aapec
DNeKTPOHHO-ONOINOTEYHAS CUCTEMA https://urait.ru/

IOPAWT

JUIs aBTOPU30BAHHBIX MOJIb30BaTENEH,
u3 o060 ToukH, rae ectb HTEpHET

CBOOOTHBIH,
13 MOOO0U TOUKH, T1e ecTh VIHTepHeT

CBOOOIHBIH,
u3 000 TOYKH, TIe ecTh VIHTepHeT

CBOOOIHBIH,
u3 MOOO0U TOUKH, T1e ecTh VIHTepHeT

CBOOOIHBIH,
13 MOOOH TOUKH, T1e ecTh VIHTepHeT

CBOOOIHBIH,
13 MOOO0U TOUKH, T1e ecTh VIHTepHeT

CBOOOTHBIH,
n3 o000 Touky, rae ectb MHTepHeT

CBOOO/IHBIH,
13 MMo00# TOUKH, T/1e ecTh VHTepHeT

Pexxum pocryna

JUTSI aBTOPU30BAHHBIX MOJIb30BaTeNeH, U3 000

TOYKH, I'I€ €CTh I/IHTCpHeT

8.4. IlepeyeHb KOMILJIEKTOB JIMLIEH3MOHHOIO U CBOOOIHO PACIIPOCTPAHSIEMOI'0 IPOrPpaMM-
HOT'0 o0ecrieyeHnsl, B TOM YHUCJIe 0Te4eCTBEHHOI0 MPOU3BO/ICTBA, HCI0JIb3YEeMOro NP U3y-
YeHUM y4eOHOH JUCHUIIMHBI (MOIYJISA)

Ha3ssanmne 110

omnepannoHHas cuctema Anpt ObpaszoBanue 10

nakeT opucHbIX mporpamm LibreOffice
apxuatop 7-Zip

Snnexc.bpayzep

wiatdopma Buaeokorpepenicsszu LiveDigital

Xapakrep 1O
CBOOOJIHO PacrpoCTpaHsIeMOe OTeue-
ctBeHHoe 10 (cBoOGoHAS THUIIEH3H)
cBoOoHO pacnpoctpansemoe 10 (cBo-
60Has TUIIECH3US)
cBoOoHO pactpoctpansemoe 110 (cBo-
0o THAS JTUTICH3S)
CBOOOJIHO PacrpoCTpaHsIeMOe OTeue-
ctBerHoe 1O (cBOOOIHAS JIUIICH3HS)
JMLEH3UOHHOE oTedecTBeHHoe [10

8.5. CoBpeMeHHbIe NpoeccuoHaIbHbIE 0a3bl JAHHBIX M1 MH(POPMALMOHHO-CIIPABOYHbIE

CUCTEMBbI
HazBanue Ju1. aapec Pe:xxum gocryna
HanwmonansHass 6ubnuorpaduveckast 6asa raH- http://www.elibrary.ru Pecypc orkpsrtoro nocryna
HBIX HAyYHOTO IMTHPOBaHMs, HaydyHas 3JeK-
TponHas oubmmoteka eLIBRARY.RU
Wnrepuet-pecype Poccuiickoii 'ocyapcTBeHHOM https://www.rsl.ru Pecypc oTkpbiTOro gocrymna

Bubauorexu
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MesxayHnapoanas pedeparuBHas 6a3a TaHHBIX https://link.springer.com

Hay4uHbIX U3aHui Springerlink

PedeparuBHas 6a3a 3apyOeKHBIX HAYIHBIX MTyOIH- https://www.scilit.net/

Kaiui

Hayunas snextponnas 6ubnnoreka (6a3a HaydHBIX https://cyberleninka.ru/

crareii) «KubepJlennnka

HexoMmMepueckne HHTEpHET-BEPCHH CIIPABOYHO-

https://www.consultant.ru

Pecypc oTkpeiTOro octyna

Pecypc oTkpbITOro nocrymna

Pecypc oTkpbITOro nocrymna

Pecypc oTkpbITOro nocrymna

npaBoBOH MH(POPMAIOHHOW cucTeMbl KoH- Jonline/

cynpTanTlLimroc
WHdopManmoHHO-TIpaBOBO# MOPTAJ CIPABOYHO-

TIpaBoBOi HHYOPMAIHOHHOH crcTeMbl ['apaHT https://www.garant.ru

8.6. MaTepuajibHO-TeXHHYECKOE 0O0ecriedeHue TN CIUIIINHbI

Pecypc oTkpsITOro nocrymna

Ne | HaumeHoBaHHe HanmenoBanne Anpec (MecTomno- CobcTBeH- IHonnoe nanme- JlokymenT -
n/ | y4eOHBIX mpej- 000py10BaAHHBIX JI02KeHHe) yueo- HOCTH WJIH HOBaHHUe c00- OCHOBaHHE BO3-
n MeTOB, KypcoOB, y4eOHBIX KaOuHe- HBIX KA0MHETOB, onepaTuBHOE CTBEHHUKA (ApeH- | HUKHOBEHHS
JHCIHUTIHH (MO- TOB, 00bEKTOB J1JIsI 00BEKTOB IS ylpaBJjeHue, nogares, cCya0- npasa (peKBH-
ayJieii), MpaKkTH- NMPOBeICHUS] MPaK- NpOoBeeHUs X035IliCTBEH- aartesisi) 00beKTa 3UTHI U CPOK
KM, MHBIX BH/I0B THYECKHX 3aHSATHIA, NPAaKTHYECKUX HOe BeJeHme, HEABHZKHMOT 0 el cTBHSA)
yuyeOHoii aesi- 00bEeKTOB (pu3uye- 3aHATHH, 00beK- apenja (cyo- HMYyIIecTBa
TeJbHOCTH, CKOH KyJbTYPbI H TOB Qu3HYeCKOH apenja), 6e3-
npe1ycMOTPeH- CIOPTA C epeyHeM KYJbTYPbI H BO3Me3/1HOe
HBIX Y4eOHbIM OCHOBHOI'0 000pY- cnopra (¢ ykasa- 10JIb30BaHNe,
IJIAaHOM 00pa3o- JA0BaHMSA HUEM IIOLIAH U NnpaKTUYyecKast
BaTeJILHOM NPo- HOMepa nomelne- MOATr0TOBKA
rpaMMbl HUS B COOTBET-
CTBHH C IOKYMEH-
TaMH OIOpPO Tex-
HUYeCKOH UHBEH-
Tapu3amnmnmn)
1 2 3 4 5 6 7
1 b1.B.16 [Jlenosoii Aynutopus 105 117105, Poccuii- Apenna ABTOHOMHAs He- JloroBop apeHjisI
WHOCTPaHHBIN YuebHas ayauropus ckast deneparys, KOMMepyYecKast HEXWIIBIX TTOMe-
SI3BIK JUISL IPOBEACHUS ropox Mocksa, opraHm3anus ao- menuii Ne 20-
Y4eOHBIX 3aHATHI BH.TEp.I. MyHHIH- MOJIHUTEIBHOTO 03/26 ot
JIGKIIUOHHOT'O, CEMHU- | MaJIbHBII OKPYT npogeccronanbio- | 20.03.2026 B
HApCKOTO U MPaKTU- JloHcKoiA, Iocce ro oOpa3oBaHus penaxuuu Jo-
YECKOro THIIA, TPYII- Baprasckoe, oM «MockoBcKast MOJIHUTENBHOTO
MOBBIX U MHIUBHUIY- 2, momenienue 3/1; busnec Axkanemusi» | cormamenus Ne 1
aJbHBIX KOHCYIIbTa- KaJJaCTPOBBIN HO- (AHO AI10 ot 18.06.2026;
LUH, TeKyIero KoH- Mep «MBA»), UTHH cpok apeHas! 11
TPOJISL i IPOMEKY- 77:05:0001020:365 9725034765, MECSIIIEB, C
TOYHOM aTTeCTallH, 4; Drax 1, mome- OI'PH 20.03.2026 o
CaMOCTOSITEILHON menue 111, komaara 1207700285143 19.02.2027;
pabotsr obyuatomux- | 28 (Aymutopus rOCYAapCTBEHHAs
cs1 Crienuanu3upo- BHYTpeHHHA Ne perucTpanus
BaHHasg meOeib: map- | 105; 21,8 kB.M.) JIOroBOpa apeH-
Ta IByXMECTHas JUIst IIbI He TpebyeTcs
oOyuaromierocs - 4 (yHKT 2 cTaThu
wt. (8 mecrt), pado- 651 TK P®D)
yee MEecTo Npernoja-
BaTesst (CTOJ M CTYJ)
- 1 wr., cremmax - 1
wt.; O6opynoBaHue
U TeXHUUYECKHUE CPe/l-
cTBa 00y4EHHUS: MO-
o610k IRU Office
310K2 ¢ noctymnom
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ceru «MHTepueT» - 8
LIT., IPUHTEP
XEROX Phaser 3020
- 1 wt., rapHUTYpa
HOJIHOpa3MepHast ¢
MHUKpPO(OHOM - § HIT.
IIporpammuoe obec-
neyeHue: onepanu-
OHHAas cucTeMa AJbT
O6pazoBanue 10
(cBOOOIHAS TUIICH-
3Hs), aKeT O(UCHBIX
IporpamMm
LibreOffice (cBo6o-
Hasl JIMLICH3Us]), CTa-
TUCTHYCCKHI MaKeT
Jamovi (cBobGoHAS
JIMLCH3KS), CTATH-
CTUYECKHUil MaKkeT
GNU PSPP (cBoboa-
Hasl JINIICH3MSI), CH-
CTeMa YIpaBJIeHHs
MIPOEKTAMH
ProjectLibre (cBo-
0o/Has THULICH3HS),
apxusarop 7-Zip
(cBOOOIHAS TUIICH-
3us), SIH-
nekc.bpaysep (cBo-
0o/iHas THULICH3HS),
SI3bIK IPOrPaMMHPO-
Banus Python 3 (cBo-
0o/Has TULICH3US
PSF), cpena paspa-
6otku Visual Studio
Code (6ecratHas
JIMIEH3K), cpeia
pa3pabotku PyCharm
Community Edition
(cBOOOIHAS JUIICH-
3us Apache 2.0),
cHCTeMa YIpaBJICHUs
Bepcusimu Git (cBo-
OomHAas ITULIEH3US
GNU GPL), cuctema
ympaiieHus 6azamu
naHHbIX PostgreSQL
(cBOOOIHAS TUTICH-
3Hs1), CPEACTBO all-
MHHHCTPHPOBAHHS
6a3 nanubix DBeaver
Community (cBo60-
Hasl JINLCH3US
Apache 2.0), 616-
morexu Python juis
aHan3a JaHHBIX U
MaIIMHHOTO 00y4e-
Hust NumPy, pandas,
scikit-learn (cBo6oa-
Hble nneH3un BSD),
aHaJIN3aTop CETEBOrO
Tpaduka Wireshark
(cBOOOIHAS THITICH-
3us GNU GPL),
cpeacto UML-
MOJICTTUPOBAHUS
Modelio (cBobomHas
ymnensus GNU
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GPL), cpenctso
Kpunrorpaduueckoi
3aIIKThl HHPOpPMa-
un VeraCrypt (cBo-
0o/Has TULICH3HS),
rpaduyeckuil penax-
top GIMP (cBoGOA-
Has nunensus GNU
GPL), BeKTOpHBI
rpaduyeckuil penax-
top Inkscape (cBo-
OoaHas JTULIEH3US
GNU GPL), cpena
KOHTEiHepH3aIuu
Podman (cBoGoaHast
nuuensus Apache
2.0), mnatpopma
BUJICOKOH(EpEH-
nesssu LiveDigital

9. MeToau4yeckue MaTepuaJibl, onpeae/sonye Npoueaypbl OeHMBAHUS Pe3y/JbTATOB

o0yueHust

OueHouHble IPOLEAYPBI U UX KPATKOE OIIMCAHUE.

HToroBoii popmoii arTecTanyy Mo JUCIUILUTAHE SBIISETCS - 3a4eT.

[Tponenypa oneHMBaHUSA PE3yJIbTATOB YCIEBAEMOCTH CTYACHTOB 10 JUCLUIUIMHE MPEAIIO-
JlaraeT MpoBEJICHUE TeKYIEeH, pyOeKHOM U MPOMEKYTOYHOM aTTecTanuud. MaTepuaibl OLICHOYHBIX
CpPEICTB IpeACTaBleHbl B ()OHAE OLEHOUHBIX CPEACTB y4eOHOW TUCLUIUIMHBI JUCLUIUIUHE (CM.
npunoxenne @OC 1o JUCUUITIIMHE)

Buabl koHTpOIS
Texymuil KOHTPOJIb
Py0GexHbIit KOHTPOITB

[IpomexxyTouHbIit
KOHTPOJTb

OueHo4HOe cpeacTBO
TECTHPOBaHKE, IPAKTUKO-OPHEHTUPOBAHHBIE 3a/IaHus, TOKIa, pedepar, scce

KOHTpOJIbHAs! paboTa (TEeCThI, 3aaHHs)
TECTHPOBAHHME, IPAKTUKO-OPHEHTUPOBAHHbIE 3a[aHHSI

9.1. Onucanne OLEHOYHBIX CPEACTB TEKYLIEro, py0e:KHOro M MPOMesKyTOYHOI0 KOHTPOJIsA

Ne! HaumenoBanme
OC (npouecc /
KOHEYHbIN NMpo-

JAYKT)
1  Ompoc

2 | TecrupoBaHue

3 | KonrponbHas
pabora

4 | TIpaktuueckue

KpaTkas xapakTepucTHKa OLIEHOYHOI0 CPeIcTBA

CpeacTBO KOHTPOJISl, OpPraHM30BaHHOE KakK CIELH-
anpHas Oecenma ImperogaBaTeliss ¢ 00yJaroIuMcs Ha
TEMBbI, CBSI3aHHBIE C H3Y4aeMOW IUCLMIUIMHOW, WU
paccunTaHHOE Ha BBISICHEHHE o0beMa 3HaHWU 00y-
YaIOUIErocs Mo ONpeAeIeHHOMY pa3zeiny, TeMe, Mpo-
oeMe | T.1

CucrteMa CTaHIAPTU3UPOBAHHBIX MPOCTHIX U KOM-
IJIEKCHBIX 3aJaHul, IO3BOJIAIONIAs aBTOMATH3UPO-
BaTh MPOLEAYPY HM3MEPEHUs YPOBHS 3HAHUU, yMme-
HUM W BriageHuil oOyuwaromerocs. Pexomenmyercs
JUISL OLEHKH 3HAHUM, YMEHUM M BIAJEHUN CTYIEH-
TOB.

CpeAcTBo MPOBEPKH YMEHHWW TPUMEHSTH IOJIYUCH-
HbIE€ 3HAaHMS JUI1 pEUIeHUs 3aJad ONpPENESIEHHOTO
TUNA TI0 TEME WJIM Pa3/eily, BBIIOJHIETCS B MHCh-
MEHHOM BH/JIE 110 IPEJIOKEHHBIM BOIIPOCaM
YacTUYHO periiaMeHTUPOBAaHHOE 3aJaHhe IO Mpak-
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KOHTpO.]'II)HO-PBMepl/ITeJ'l])HLle
MaTepuajbl

TecToBbIC 3a/laHrs, BOIPOCHI 11O
TEMAaM, pasaeiaam, IIPAKTHUKO-
OPUCHTUPOBAHHBIC 3a/1aHUA

TecToBble 3agaHusa

TecToBbie 3agaHus, BOIIPOCHI II0
TEMaM, pasaeinam, IIPAKTHUKO-
OPUCHTUPOBAHHBIC 3a/1aHUA

MPAKTUKO-OPUCHTUPOBAHHLIC  3a-




3aJaHusl U KEWChl | THMYECKOW IOATOTOBKE B Npo(decCHOHANBHON naes- | JaHus
TENILHOCTH, HMMEIOIee aJIrOPUTMHYECKOEe WM He-
CTaH/apTHOE pELICHHE, MO3BOJIIOIISE JUArHOCTH-
pOBaTh YMEHHsI, HHTETPUPOBATh 3HAHUS Pa3IMYHBIX
Hay4HBIX OOJacTeii B NPaKTHYECKYIO IOJTrOTOBKY,
CBSI3aHHYIO C MPO(ECCHOHAIBHON JIESTENBHOCTH.
MoxXeT BBIIONHATHCA B MHAMBHAYAJbHOM IOPSIKE
WM TPYIITIION 00YJaroIIuXxCsl.

PacmmperHoe MHCEMEHHOE WIIM YCTHOE COOOIIeHNe
Ha OCHOBE COBOKYNMHOCTH paHEE OITyOJMKOBAaHHBIX
HCCIIEI0BATEIbCKUX, HAYIHBIX Pa3pabOTOK, MO COOT-
BETCTBYIOIIEH OTpac/iv HAyYHBIX 3HAHWM, UMEIOIINX
3HA4YEHHE U TEOPHH HAYKH M MPAaKTHIECKOTO IPH-
meHeHus1. [IpencraBisier co6oit 0000mIEeHHOE U3JI0-
JKCHUE DPEe3yJIbTaTOB IPOBEACHHBIX HCCIICIOBAHUM,
9KCIIEPUMEHTOB U Pa3pabOTOK, U3BECTHBIX LIMPOKO-
My KpYT'y CIEIHMAINCTOB B OTpAacid HAy4HBIX 3Ha-
HUH.

[IpoxykT camocTosTENEHON paboTHl 00yyJaromerocs, = TeMbl pedepaToB; KpUTEPUU OLICH-
MPEJCTABISIOMUN cO00i KpaTKoe H3JI0KCHUE B KU

MICHMEHHOM BHUJIE MOJTYYEHHBIX PE3yJIbTaTOB TEOpe-
THYECKOTO  aHalm3a  OIpEAENeHHOH  y4eOHo-
HCCIIENIOBATEIbCKOW TEMBI, I/I€ aBTOP PacKphIBAcT
CYTh HCCIIEyeMOi MpoOIeMBI, IPUBOIAUT Pa3INIHbIC
TOYKH 3PEHHs, a TaKXKe COOCTBEHHBIC B3IJISABI Ha
Hee.

YacTHuHO perjlaMeHTHPOBAaHHOE 3aJlaHKue, UMEIoIee
HECTAaHAAPTHOE pEIICHHE U IO3BOJIIIOIIEE THarHO-
CTUPOBATh YMCHHA, UHTCIPUPOBATh 3HAHUA Pa3JINY-
HBbIX oOyacTedl, apryMeHTHUpOBaTb COOCTBEHHYIO
TOUYKY 3pCHUH. BrimomnsseTcs HHAUBUAYAJIBHO B
MHCbMEHHOH (hopMe 1o BHIOpaHHOH Teme.

5 | Jlokman TEMBI JIOKJIaJJ0B; KPUTEPHH OLICHKU

6  Pedepar

7 | Occe TEMBI 3¢Ce; KPUTEPUH OIICHKH

9.2. ®opMbI TeKYIEro/py0esKHOr0 KOHTPOJISI YCIIEeBAEMOCTH U TO0CTHKEHHS Pe3yJIbTaTOB
o0yueHust

Ne |  HaumeHoBaHUE H Kpartkoe conep:xanue ®opmbl Te- | KommereHnuu
cojiep KaHue 110 Te- KYIIIEro KOH-
MaM (pa3esiam) TpoJIst
1 |Tewma 1. Business Temarnka 3anstus: CpeactBa oOmieHMs. YCTHas | Omnpoc YK-4
Communication: ncbMeHHast popmel iesioBoro obmenust. Opuimanbsheiil | TecTupoBanue
Means, Ways and U HeO(HITHAITBHBIN CTHIIHA OOIICHHS.
Styles
2 |Tema 2. Meeting Peo- | Temaruka 3amsitisi: 3HAKOMCTBO B Pa3HBIX CHUTYaIlHsX Omnpoc YK-4
ple: Getting Ac- obmenns. OcoOeHHOCTH oUIMaIFHOTO U Heodurmaik-  TecTupoBaHue
quainted and Making |Horo crwIs. YcraHOBIEHHE KOHTAKTOB M HOHsATHE Small
Contacts Talk.
3 |Tewma 3. Telephoning | Temaruka 3anstus: Tenedonnbie meperoBopsr. OcobeH- Omnpoc YK-4
HOCTH OOImIeHUs 1o TenedoHy. YcToiumBEIe BhIpake- TecTupoBanme
uust. HasHaueHue BCTpeuw, 3ampoc U yTouHeHue uagop-
Maru. [ToaTBepIKIeHIE JOrOBOPEHHOCTH, 3aKa3a U T.JI.
4 | Tema 4. Business Tematuka 3ansTus: TpeOoBaHHs K HAMMCAHHIO JICTIOBOTO Ompoc YK-4
Letters mickMa. CTpyKTypa IeNoBoro muckma. JlesoBble iuchMa | TecTupoBaHue
o6mero tuna. [Trcemo-3ampoc, MMckMO-3aKa3, TOTBEp- Dcce
KIEHUE 3aKasa, MuchMo-pekiiamarius. OCHOBHbIE 0CO-
6erHoCTH JiesioBoro Tt [lonesHslie ¢passl.
5 |Tema 5. Emails and Temartuka 3anstust: O6enue mo ceru. Heruker. Haru- Ompoc YK-4
Network Communica- | canmio snektponnsix muceM. Ctpykrypa. Cokpatenus. | TectupoBanue
tion TekcT cooO1IEeHuIA. Dcce
6 | Tema 6. Presentations:  Temaruka 3ansTus: [loarotoBka mpe3eHTaImu: onpene- Ompoc VK-4
Preparation JICHWe Lesel, 3a1ad, cTpyKTyphl npeseHTaimu. [loaro- TectupoBaHme
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TOBKa CJIaiI0B.

IIpaxTuueckoe

3aJaHue
7 |Tewma 7. Presentations: | Temartnka zanstust: [Ipencrapienue npe3eHTanyy ayau- Omnpoc YK-4
Delivery topur. OCHOBBI TyONMMYHOW peun; auanormueckas W TectupoBanue
MOHOJIOTUYECKast pedb B cdepe /eroBoi KoMMyHHKa- KoHTponbHas
ILIMN. pabota
8 | Tema 8. Business Temaruka 3anstust: JlenoBele Bcrpeun. OcoOEHHOCTH Omnpoc YK-4
Meetings. Making an | opraHu3aimu IemoBbIX BCTped. MecTo u BpeMsi mpoBe- TecTHpoBaHHe
Appointment JIEeHUS JIeTIOBBIX coOpaHmil. CTWib pedd JIeJIOBBIX
BCTped, MpaBHia pedeBoro stukera. Hambonee ynotpe-
OUTENBHBIX KJIMIIE JIeTIOBOX U TIPO(ECCHOHATIEHOH KOM-
MYHHKAIIUH.
9 |Tema9. Negotiating | Temaruka 3amsTus: IleperoBopsl. TakTuka BemeHuUs me- Omnpoc YK-4
pErOBOPOB. TectupoBanue
10 | Tema 10. Applying for | Tematuka 3samsTest:: [IoHSATHE O HaIMCaHHUH pPE3IOME, Ormpoc VYK-4
a Joh. CV Writing (opMar pe3roMe, COCTaBIIEHHE COOCTBEHHOIO pe3toMe. | TecTUpoBaHHe
11 Tewma 11. Cover Letter | Tematuka 3anstus: ConpoBoauTebHOE MICHEMO. CTpyK- Omnpoc YK-4
Writing Typa 1 KIHIIE COIPOBOUTENIHHOTO TMChMa. TectupoBanue
Occe
12 Tema 12. Jobs. Re- Temaruka 3amstust: [Ipodeccuu u momkHocTr. Tpebo- Omnpoc YK-4
quirements to a Spe- | Baums kK 00pa30BaHMIO, KBATU(HUKAIMH, OMBITY paboty, TecTHpoBaHHE
cialist npohecCHOHATIEHBIM YMEHISIM W HaBBIKAM, JMYHBIM | [IpakTuueckoe
KauecTBaM CHELMATICTA. 3aJiaHue
13 Tema 13. A Job Temaruka zanstus: CoOecenoBaHue TpU TNpHeMe Ha Omnpoc YK-4
Interview paboty. Bonpocs! k kaHIuaaTy 1 paboToAaTeIo. TectupoBanue
KouTpoabHas
pabota
9.3. Kpurepuu oueHKH pe3y/jbTATOB TEKYIIEro U py0e:KkHOro KOHTPOJIsI
Kputepuu ouenku Banast Ouenka
Omnpoc
OOy4JarOIIMIACS Jan TIONHBIMA, Pa3BepHYTHI OTBET HA IIOCTABICHHBII 5 OTnuyHO
BOIIPOC, MPOSBUII COBOKYITHOCTH OCO3HAHHBIX 3HAHUH 00 00BEKTe, J10-
Ka3aTeJbHO PAacKpbUl OCHOBHBIE TIOJIOXKEHHs TeMbl. B oTBeTe mpocie-
JKMBAETCs YeTKasi CTPYKTYpa, JIOTUYECKasi 0CNIeIoBaTeIbHOCTD, OTpa-
JKaroIast CylHOCTh PACKPBIBAEMBIX TOHSTHH, siBIeHUHA. OOydaronumicst
TOJIKPEIUISIET TEOPETHYECKUI OTBET MPAKTUYECKUMH mpuMepamu. Ort-
BeT C(hOPMYJIMPOBaH HAYYHBIM SI3bIKOM, OOOCHOBaHa aBTOPCKas TO3H-
st oOyvatomerocsi. MoryT OBITh JOIYIIEHBI HEOYETHI B OIIpe/erte-
HHUHM TIOHSTUH, MCTIPABJICHHBIE CTYAEHTOM CaMOCTOSATENBHO B IIpoLiecce
OTBETA WIN C IOMOIIBIO0 «HABOJUIIINX» BOIPOCOB MPETOAABATEINS.
OOyuaromuMcst TIPOICMOHCTPHPOBAH BBICOKHI YpPOBEHb BIIaJCHHS
KOMIICTCHITHEH(-sIMH);
00y4aromMMCsl JaH TIOJHBIN, Pa3BEpHYTHI OTBET Ha IMOCTABJICHHBIH 4 Xoporo
BOIIPOC, TPOSIBIICHO YMEHHE BBIJIEISTH CYIIECTBEHHBIC W HECYIIIECTBEH-
HBIE TIPU3HAKH, MPUYUHHO-CIIEACTBEHHBIC CBsI3U. OTBET YETKO CTPYK-
TypPHUpPOBaH, JIOTUYEH, HO €CTh HEJJOUEThI B (JOPMYITHPOBAHUH TTOHATHIH,
peIICHUU 3a1a4. HpI/I OTBE€TaX Ha JONOJHHUTEIIbHBIEC BOIIPOCHI JOITYIIC-
Hbl HE3HAUWTEJbHbIE OMUOKKA. OOydaromuMcs MPOAEMOHCTPHPOBAH
TIOBBIIIEHHBIH YPOBEHB BIaACHNS KOMITETCHIINEH(-SIMH);
00yualoIMMCs JaH HETOJIHBII OTBET Ha BOIIPOC, JIOTHKA M MOCIEI0Ba- 3 Y 10BIIETBOPUTENHEHO
TEJIBbHOCTDH MU3JIOKCHUA UMCIOT CYHICCTBCHHBIC HAPYIIICHMA. HOHyH_IeHBI
rpyOble OIIMOKH IPU OIPENEICHNH CYIIHOCTH PacKphIBAEMbIX IOHS-
THH, SIBJICHNH, HapyIlIeHa JIOTHKa OTBETA, HE CZeNaHbl BEIBOABL. PedeBoe
oopmiienre TpeOyer Koppekimu. OOydaroluicsi MCHBITHIBAET 3a-
TpyAHEHHE TIPH OTBETE Ha JIOTOJIHUTENbHBIE BONPOChl. O0ydarommmMces
MIPOIEMOHCTPHPOBaH 0a30BBbIil YPOBEHb BIAJICHUSI KOMIETEHIHEH(-
SIMU);
00yJarOmMiCs UCTIBITHIBAET 3HAYNTENbHBIE TPYAHOCTH B OTBETE HA 2 HeynoBieTBopuTeIbHO
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BOIIPOC, JIOITYCKAaeT CYLIECTBEHHbIE OMIMOKM, HE BIAJEET TEPMHHO-
JIOTHEH, He 3HAeT OCHOBHBIX MOHATHUII, HE MOXET OTBETHTb Ha
«HABOAALINE» BONPOCH! Npenojaasarensi. OOydyaronuMcs IpoJieMOH-
CTPUPOBAH HU3KUH YPOBEHb BIAJCHUS KOMIETCHIUEH(- IMH).

TecrupoBanue
KonudecTBo BBIIOTHEHHBIX TECTOBBIX 3aJaHUN
90-100%
74-89%
60-73%

MeHee 60%

KonTpoabnas padora
MOKa3aH BBICOKWI YPOBCHb 3HAHHS W3YyYCHHOTO MaTepuaia 1o 3a-
JTAHHOW TeMe, MPOSIBJICH TBOPYECCKUU MOIXO IPU OTBETE HA BOIPO-
CBl, YMEHHUE ITyOOKO aHaNIM3UpOBATh NMPOOJIEMy M JenaTh 0000ma-
IOIIME BBIBOJBI, — PabOTa BBHIMOJIHEHA TPAMOTHO C TOYKH 3pPCHHS
MTOCTaBJICHHON 3a/1a4M, T.e. 0e3 OmMOOK W HEeIOYETOB HIIM JOITyIIe-
HO He 00JIee OJHOI0 HEIOYETA
MMOKa3aH TOCTATOYHBIM YpOBEHb 3HAHHSA M3YUYCHHOI'O MaTephaia IO
3aJaHHOM TeMe, MPOSBICH TBOPUYECKHI IMOIXOJA TPH OTBETE Ha BO-
MIPOCHI, YMEHHUE aHAJH3MPOBATH MPOOIEMY H JleNaTh 000O0IIatoIIme
BEIBOJIBI; — pa0oOTa BEHINONHEHA MOJHOCTEIO, HO JOITYIICHO B HEW: a)
He Ooiee omHOW HerpyOoOl OmMOKH W OJHOTO HejodeTa 0) Wi He
OoJee IBYX HEIOYETOB.
MMOKa3aHbl MHUHUMAIIbHBIC 3HAHWS 10 OCHOBHBIM TeMaM KOHTPOJb-
HOW paboTHI; — BBIOIHEHO HE MEHEE TOJIOBUHBI PabOTHl WK JIOITY-
IIEHBI B HEH:
a) He Oojee AByX IpyObIx oImMOOK, 0) He OoJjiee OMHOW TPYOOI
OmMOKM M OJHOrO Hexo4eTa, B) He Ooisiee IBYX-TpeX HErpyoObIx
omnoboK, I') 07Ha HerpyDas omMOKa U TPU HENOYeTa, A) MPHU OTCYT-
CTBHH OLINOOK, 4-5 HE0YETOB
YHCIO OMHMOOK M HEJ0YETOB IMPEBOCXOMUT HOPMY, HPU KOTOPOW
MOJKET OBITh BBICTABJICHA OIIEHKA «YJOBJICTBOPUTEIHHO» WA €CIIH
MIPAaBUJIBHO BBITIOJHEHO MEHEE MOJIOBHHBI PabOThI, — eciik 00yJaro-
LIMHACSA HE MPUCTYIAd K BBIIOIHEHUIO Pa0OTHI WM MPABHIBHO BbI-
TOJTHUJI He OoJiee 10 mMpoIeHToB BCeX 3aIaHuit

IIpakTnyeckue 3a1aHus1, KelCbl

MPOJIEMOHCTPUPOBAHO TPAMOTHOE IMOCIIEAOBATENLHOE PEIICHUE 3a-
Ja4 (3a7aHuii) TIpH MPaBUILHO BhIOpAaHHOM airoputMe. JlaHbl Bep-
HBIE OTBETHI HAa BCE BOIPOCHI W YCIOBUS 3amad (3amanuii). [Ipum
HEOOXOAUMOCTH CJIeJIaHbl MOSICHEHHSI U BBIBOJIBI (CO/IEpKATEIbHbIC,
JIOCTATOYHO TOJHbIE, MPABUIILHBIC, YUUTHIBAIOIINE CIEU(HUKY TPO-
OJIEMHOM CHUTYyallMH B 33/1a4€ WK C HE3HAYUTEIbHBIMH OIINOKAMHU);
rpaMOTHOE MOCIIEIOBATENIbHOE PEIlICHUE 3a/1au (3aaHuil) npu mpa-
BUJIBHO BI)I6paHHOM aJIrOpuTMeE. OI[HaKO, OTBETbHI Ha BOIIPOCHI U
yCIIOBUS 3aja4 (3a/1aHnil) coJiepKaT He3HaYuTeNlbHbIe omuoKku. [1o-
SICHCHHMSA Y BBIBOJIbI OTCYTCTBYIOT MUJIU JJAHBI HEBEPHO
00y4YaloIMiCsT OpPUEHTUPYETCS B MarepHuajie, HO IPUMEHSET ero
HEBEPHO, BHIOMPAET HENPaBIIBHBINA aNTOPUTM pelIeHHs 3a1ad (He-
BEpHBIE MCXOJIHbIE NaHHbIE, HEBEPHAs I10CIEIOBATEIBHOCTh pelle-
HUSI ¥ JIp. OUIMOKHU), TOMycKaeT ommOku. [10SICHEHUs ¥ BBIBOJIBI OT-
CYTCTBYIOT WITH JIaHbI HEBEPHO
oOyyaromuiicst ciabo OpUEHTHPYETCs B MaTepHaie, BHIOMpaeT He-
MIPABHUJIBHBIN aJrOPUTM PEIICHIs, JOMYCKAaeT 3HAYUTEIHHOE KOIH-
YECTBO BBIYUCIUTEIBHBIX OMMOOK. [10SCHEHHS M BBIBOIBI OTCYT-
CTBYIOT

Joxanan, pedepar, 3cce
CooTBeTCTBHE LETISIM U 33/1a4aM JUCIUILTHHBI, aKTyallbHOCTh TEMBI
U paccMaTpPUBAEMBIX IPOOJIEM, COOTBETCTBUE COJIEPKAHUS 3asIBICH-
HOW Teme, 3asBJICHHAs TeMa IOJHOCTHIO PACKPHITA, pACCMOTpPEHHE
JIMCKYCCUOHHBIX BOIIPOCOB 10 ITPO0JIeMe, COMOCTABICHBI Pa3IMYHbIC
TOYKH 3pCHHA 10 pacCMaTpMBA€MOMY BOIPOCY, HAYYHOCTH A3bIKA
N3JIOKECHUA, JJOTUYHOCTh U ITOCICAOBATCIIBHOCTh B HU3JIOKCHUH Ma-
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Tepuaa, KOJMYECTBO HCCJIEJOBAaHHOW JIMTEPATYpbl, B TOM 4YHCIE

HOBEHIINX MCTOYHHKOB IO NPOOJeMe, YEeTKOCTh BBIBOAOB, O(hOpM-

JIeHHE paboThl COOTBETCTBYET

MIPEABSIBIISIEMBIM TPEOOBaHHSIM.

CooTBeTcTBHE LENSM U 33aJadaM AWMCIMIUIMHBI, aKTyaJIbHOCTh TEMbI 4 Xoporo

U paccMaTpUBAEMBIX POOJIEM, COOTBETCTBUE CO/CPIKAHUS 3asIBIICH-

HOHW TeMe, Hay4HOCTb SI3bIKa M3JI0XKEHHS, 3asBJIEHHAs TeMa PacKpbl-

Ta HEJOCTAaTOYHO IOJIHO, OTCYTCTBYIOT HOBEWINHE JIUTEpATypHBIC

HCTOYHHKH TIO TpoOieme, Tpu OGOPMIICHHH pPaOOTHI HMEIOTCA

HEJJ0YCTEL

CooTBeTcTBHE LEISIM U 3aJa4aM AUCLHUILUINHEL, COACPKaHUE pabOThI 3 Y 1OBJIETBOPHUTEIHHO
HE B IIOJHOW Mepe COOTBETCTBYET 3asBIICHHOH TeMe, 3asBICHHAs

TeMa pacKpbiTa HEJOCTAaTOYHO IOJHO, HCIIOJNB30BaHO HEOOJbIIOE

KOJIMYECTBO HAYYHBIX HCTOYHHUKOB, HapylIeHa JIOTHYHOCTD U TOCIIe-

JIOBAaTENBLHOCTh B M3JIOKEHUH MaTepuaia, pu opopMIeHHH paboThl

HUMEIOTCSI HEJIOYETHI

PabGota He coOTBETCTBYET LIEISIM U 3a/jauyaM JTUCLUIIMHBI, COAepKa- 2 HeynoBnetBopurensHO
HHe pabOThl HE COOTBETCTBYET 3asBIICHHOW TeMe, COJep)KaHHe pa-

OOTBI U3JI0’KEHO HE HAYYHBIM CTUJIEM

9.4. Ilpoueaypa npoMe:KyTOYHOM aTTeCTAIUN

Hpouedypa I’lpOMeDnymO’{HOZZ ammecmayuu 0e3 0oNnoAHUMENbHO20 ammecnmayuoHHO20
UCNBIMAHUAL.

dopma 1 yCcIOBUS MPOBEIICHUS 3a4eTa 10 JTUCIHMILIMHE ONPEIEIIACTCS BEAYIIUM ¢ Tpe-
M0/IABATEIIEM U JIOBOJUTCS J0 CTYJCHTOB Ha MIEPBOM 3aHSTHHU.

OCOOCHHOCTBIO TPOBEICHUS MPOMEKYTOUHOW aTTecTaluu B (opme 3avera SBJISETCS
BO3MOYKHOCTh (JOPMHUPOBAHUSI UTOTOBOM OIEHKH IO PE3y/IbTaTaM TEKYIIEro M PYOEKHOTrO KOH-
Tposisi, 0€3 HEMOCPEICTBEHHOM c/]auu ero B (hOpMe YCTHBIX OTBETOB Ha BOIPOCHI.

[TomoOnast hopma 3adeTa MpeaycMOTpeHa ISl TeX OOyYaroluXcs, KOTOPbIE B IOJTHOM
o0beMe M3YYHIIU TUCIHHIUITMHY U MIPHHUMAIHA Y4acTHE BO BeeX (opMax TEKYIIEro U pyOeHOro
KOHTPOJIS,, UMEIOT HE MeHee 5/7 TeKyIIUX OICHOK.

3aver wim auddepeHIMpPOBaHHBIN 3a4eT M0 AUCIMIUINHE OCHOBBIBAETCSl HA COBOKYITHOM
OLIEHKE PEe3yJbTaTOB TEKYIIETO M PYOESKHOTO KOHTPOJS MO NAHHOW JUcHUIUIMHE (Orpoca, Te-
CTHPOBAHUS, BBITIOJIHEHUS MMPAKTHUYECKUX 3a/IaHUI U KEHCOB, KOHTPOJILHBIX padoT, MOATOTOBKU
JOKJ1a/10B, pedepaToB H T.I1.).

Bce oneHkn Tekymiero u pyoe:KHOTO KOHTPOJISl, KOTOPBIE IMOJyYHII CTYJACHT, BBIPaXKEH-
HBIC B 0aJ1aX, CYMMHUPYIOTCSL M TPOBOISITCS K CPeHEMY 3HaueHHI0. Tabmuia nepeBoia CpeHux
3HAYEHHH B MPOMEKYTOYHYIO OIIEHKY MO AUCIHITIHHE:

Cpezu{fm OLICHKA II0 HUTOramM TEKYy- Ouem«a mo zmt[)(l)epeﬂuuposaﬂ- Ouemca «3AYTECHO-HE3AUYTCHO»»

1[ero M py0e;KHOr0 KOHTPOJIst HOMY 3a4eTy
> 45 OTJIMYHO 3a4TEHO
>37u<4,5 XOpOIIIO 3a4TEHO
3,0 u < 3,7 npu OTCYTCTBHHU XOTS OBI YAOBIIETBOPUTEIILHO 3a4TEHO
OJTHOW HEY/OBJIETBOPUTEIHHOM OIIEHKH
< 3,0 WM npucyTCTBYET XOTsI ObI 0/1HA HEYJOBJIETBOPUTEIHLHO HE3a4TeHO

HCYIOBJICTBOPUTEIbHAA OILICHKA 3a
KOMIIOHEHTHI KOMIICTCHITHM.

Ha ocHoBanum KkpuTepueB M IOKa3aTesjeil OlLEHWBaHUS, YCTAHOBJIEHHBIX IO pPa3HBIM
¢dopmaM TekyIiero u pyOeXHOTO KOHTPOJIS, CTYACHTY BBICTABISETCS OLICHKA «3a4T€HO» HIIU
«HE3auTeHO», KOTOpasi 3aHOCUTCS B 3aYETHYIO BEJOMOCTh U 3aU€THYIO KHMKKY CTyJIE€HTa (TOJIb-
KO E€CJI «3a4TEHOY).

IIpoyedypa npomedsicymounoti ammecmayuy ¢ OONOIHUMENbHLIM AMMeCmMayuOHHbIM UC-
nblmanuem.
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Jlnst TeX CTyEHTOB, KOTOPHIM HE MOJKET OBITh BBICTABIICHA UTOTOBAS OLICHKA IO PE3Yilb-
TaTaM TEKyIIel YCIeBaeMOCTH, MPEAyCMaTPUBACTCS cllada 3a4eTa B opMe BHITIOTHEHUS TECTO-
BBIX U MPAKTHKO-OPUEHTUPOBAHHBIX 3a1anuil o aucuurumae (cM. @OC). [IpoaomkuTenbHOCTh
TeCTUpOBaHUs - 30 MUHYT.

[Ipu nmpoBeaeHNN KOMIIBIOTEPHOTO TECTUPOBAHUS OIICHKA PE3yJIbTAaTOB OMPEACIIICTCS 110
cymMme OaJljIoB, MOJYYEHHBIX 32 IPABUIILHO BBHIOJIHEHHBIE TECTOBBIC OLICHOYHBIC 3a/1aHMUS.

OlieHKa «OTJIMYHO» BBICTABIISIETCS, €ClIM 00ydaromuMcst HabpaHo ot 85 g0 100 6amos;

OIIEHKA «XOPOoILIo» - OT 67 110 84 6aioB;

OIICHKA «YJIOBJIETBOPHUTEIBHO» - OT 50 10 66 6aios;

OIICHKA «HEYJIOBJIETBOPUTEILHOY - 49 OasioB U MEHEE;

«3auyTteHoy - oT 50 mo 100 6anos;

«HE 3a4TCHOY» - 49 0ajI0B B MEHEE.

OueHuBaHue 00YyYalOMIErocss Ha MPOMEXKYTOYHOM aTTecTalid B (opMme 3adera ocy-
IIECTBIISIETCS. B COOTBETCTBUH C KPUTEPUSIMH, MIPEICTABICHHBIMU B TaOIHIIC, © HOCUT OaJIITbHBIN
XapaxkTep.

9.5. Kpurepuu oneHKu 00pa3oBaTe/bHbIX Pe3yJbTATOB 00y4aIOIIMXCHA HA 3a4yeTe MO0 JAUC-
MUTLINHE:

Pe3yabTaT 3a4era Kpurtepnu onieHku 00pa3oBaTeJbHbIX pPe3y1bTaTOB

3a4TEHO, S5, OTJIINYHO Pe3ynbraT «3auTeHO, 5 (OTIMYHO)» BBICTABJIAETCS 0OydYaIOUIUMCS, €CIH PEHTHH-
roBasi OIeHKa (CpeqHui 0ai) ero TeKyIel aTTecTaluy Mo AUCIUIITNHE BXOIUT
B JaHHBIA auanazoH. [Ipu 3ToM, oOydaromuiics Ha y4eOHBIX 3aHATHAX W IO pe-
3yJIbTaTaM CaMOCTOSTEIbHOH pPa0OThl JAEMOHCTPHUPOBAN TIyOOKOE W HPOYHOE
YCBOEHHE MPOTPaMMHOTO MaTepHalia, HCUepIbIBAOIIE, TOCIeI0BATEIbHO, YETKO
U JIOTHYECKU CTPOWHO U3JIarall €ro Ha 3aHATHUSAX, YMEN TECHO YBS3bIBATh TEOPHUIO
C TIPaKTHUKOH, CBOOOIHO CIPABIISUICS C 3a/ladyaMH, BOIIPOCAMH U IPYTHMMH BHIAMU
MIPUMEHEHNs 3HAHWHN, NpUYeM HE 3aTPYJHSIICS ¢ OTBETOM IPU BHIOU3MEHEHHU
3aJ]aHU, UCTIONH30BANI B OTBETAX Y4€OHO-METOIMUECKUI MaTepHall HE TOIBKO M3
OCHOBHOH JIUTEpaTyphl, MPAaBUIFHO 0OOCHOBBIBAI IPUHATOE pEIICHUE. Y UeOHbIE
JOCTHKEHHS B CEMECTPOBBIH IEPHOJ M PE3yJbTaThl PyOEXKHOTO KOHTPOJS Jie-
MOHCTPHUPOBAJIN BEICOKYIO CTEIICHb OBJIAJCHUS IIPOTPAMMHBIM MaTE€PHAIOM.
Hrorosas mpoMexyTodHas OLEHKA IO JAWCLUIUIMHE ONpeNeNseTcsl KaK CpegHe-
aprupMeTHIecKoe 3HaUCHHE OIIEHOK IO TeKyIIeH aTTecTaruu (Ha 3aHATHSIX U I10
pe3yapTaTaM BBIIOJTHEHHUS] KOHTPOJBHBIX 3aJaHUI) M MPOMEXYTOUHOH (3auerT,
3a4yeT, 3K3aMeH) arTecTanuy. KoMIeTeHINH, 3aKpelyIeHHble 3a JUCIHUIUTMHOM,
c(OpMHUPOBaHBI HA YPOBHE - BBICOKHIA.

3a4YTeHo, 4, XOpo1Io PesynbraT «3auTeH0, 4 (XOpOIII0)» BBHICTABIAETCA 00yUaIOMIEMYCsl, €CIIN CPeIHUH
6ay ero TEeKymeid aTTecTaluy Mo JUCHUIIMHE BXOJIWT B AAaHHBIA Juama3oH (>
3,7 u < 4,5). Ilpu 3ToM, oOyJaromuiics Ha y4eOHBIX 3aHATHAX U TI0 pe3yabTaTaM
CaMOCTOSATENLHOW pPabOThl AEMOHCTPHPOBAJl TBEpJOEC 3HAHWE MaTepHaia, rpa-
MOTHO U MO CYILECTBY M3JIaraja €ro, He JOIMycKall CyIECTBEHHBIX HETOUHOCTEH B
OTBETE€ HA BOINPOC, NPaBHIBHO NPUMEHsJI, HCIIONH30BAI B OTBETaX Yy4eOHO-
METOJIMYECKUI MaTepuaj UCXOJsl U3 Crieln(pUKH MMPaKTHYECKHX BOIPOCOB U 3a-
J1ad, MPOJAEMOHCTPUPOBAN BiIaJIeHHEe HEOOXOTUMBIMH HaBBIKAMU M IPUEMaMHU HX
BBINOJTHEHHA. YUeOHbIe TOCTIDKEHHUSI B CEMECTPOBBIN MEPHOJ U Pe3yIbTaThl Py-
0EKHOTO KOHTPOJS TPOJEMOHCTPHPOBAN XOPOINYIO CTENEHb OBIAJCHHS IPO-
TrpaMMHBIM MaTepHuaioM. VToroBas MpOMEXyTOUYHas OLEHKA IO JWCIUIIINHE
OTIpeieNIIeTCs KaK cpenHeapu(pMeTHIeckoe 3HAUYCHUE OLIEHOK IO TeKyIIeH aTTe-
CTaly (Ha 3aHATHAX U 10 Pe3yJbTaTaM BBIIIOJHEHNS! KOHTPOJIBHBIX 33JaHHUI) 1
IIPOMEXKYTOUHOH (3a4eT, 3a4eT C OILIEHKOM!, 9K3aMEH) aTTECTALIH.
KommnereHnnmy, 3akpersieHHbIe 3a JUCHUILIMHOW, COPMHUpPOBAaHBI Ha YpOBHE -
XOpOWHMH (CpeaHui).

3a4TeHO0, 3, yAOBJeTBOpPH- Pe3ynbrar «3auTeHo, 3 (yIOBJIETBOPHUTENHHO)» BBICTABISIETCS 00ydYaroIEeMycs,

TeJIbHO €CIIM CpeTHHUH 0aul ero TeKyIleH arTecTanny 10 JUCLUIUIMHE BXOJUT B JIAHHBIN
muanazoH (3,0 u < 3,7). IIpu 3toM, obydaromuiicss Ha y4eOHBIX 3aHATHAX U IO
pe3yapTaTaM CaMOCTOATENFHOW pabOTHI IEMOHCTPHPOBAJ 3HAHUS TOJIBKO OCHOB-
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He 3a4TeHO0, 2, He YAOoBJe-

TBOPUTEJIBbHO

HOTO MarepHaja, Py 3TOM, OH HE YCBOMJI €ro JieTajleH, JOMycKal HETOYHOCTH,
HEJIOCTaTOYHO IPaBWIbHBIE (JOPMYIUPOBKH, HAPYLICHUS JIOTMYECKOH IOCieno-
BaTEJIbHOCTH B U3JIOKEHUH NPOTrPAaMMHOI0 MaTepuaia, UCIBITHIBAI 3aTPyJHEHUS
IIPY BBINOJHEHUN NPAKTHYECKUX paboOT. Y4eOHbIe JOCTH)KEHHS B CEMECTPOBBIH
TIEPUOA U PE3YJIBTATHl PyOEKHOTO KOHTPOJISI TPOAEMOHCTPHUPOBAIl JOCTATOYHYIO
(YIOBIETBOPHUTENBHYIO) CTENEHb OBIIAJICHHUS NPOTPaMMHBIM MaTepuaioMm. Mro-
rOBasi MPOMEXKYTOUHAs OLICHKA MO AWCIHIUIMHE OIPEAEIIeTCs Kak cpenHeapud-
METHYECKOE 3HAUCHHE OLEHOK II0 TeKyIIeH aTTecTanuy (Ha 3aHATHAX U 1O pe-
3yJIbTaTaM BBIMOJIHEHUS KOHTPOJIBHBIX 3afaHUi) M MPOMEXYTOUYHOI (3ader, 3a-
4eT, 9K3aMeH) arTecTannd. KoOMIIETEHIMHM, 3aKpemyIeHHbIE 3a IUCIHIIINHOM,
cOopMHUpPOBaHBI HA YPOBHE - JOCTATOUHBIH.

Pesynbrar «He 3auTeHO, 2 (HE YHOBICTBOPUTEIHHO)» BBICTABIIETCS OOydaromie-
MyCsl, €CIIM CPEJHMI 0al ero TeKymed aTTecTaluy 10 AWCIHUIUIMHE BXOJHUT B
nauHbii nuanas3oH (< 3,0). [Ipu 3ToM, 00yJarOIIHiics Ha YUeOHBIX 3aHATHAX U T10
pe3ysbTaTaM CcaMOCTOSTENBHOH paboThI MPOJEMOHCTPUPOBAT HE3HAHUE 3HAYH-
TENBHOM YacTH MPOrpaMMHOTO MaTepHalla, JOMYCKaJl CYIIECTBEHHBIE OLIMOKH,
HEYBEPEHHO, C OOJIBIIUMHM 3aTPYAHCHUSMH BBINOJHSI HPAKTHUYECKUE PabOTHIL.
Kak mpaBuito, «He 3a4TeHO» CTaBUTCS OOYYarOIIMMCS, KOTOPbIE HE MOTYT IpO-
JOJDKUTH 00ydeHHe 0e3 OMOJIHUTEIBHBIX 3aHATHH 10 COOTBETCTBYIOIIEH AUCIH-
IUIMHE. Y4eOHbIe TOCTHKEHUSI B CEMECTPOBBII IEPHOJ M PE3YIIbTaThl PyOeKHOTO
KOHTPOJISI TIPOJICMOHCTPUPOBAT HEBBICOKYIO (HEZOCTATOUHYIO) CTEHCHb OBJIAaJIe-
HUSI IPOTPaMMHBIM MaTepuayioM. MTorosas mpomesKyTo4Hasi OIEHKa 110 JWCIH-
IUIMHE OTIPEEISIETCs KaK cpeJHeapupMETHIECKOEe 3HaUEHHE OLIEHOK MO TeKYILEH
aTTecTally (Ha 3aHATUSAX M MO pPe3yJIbTaTaM BbINOJHEHUS KOHTPOJBHBIX 3a]a-
HUIl) 1 IPOMEXYTOUYHOH (3a4eT, 3a4eT C OIEHKOH, 3K3aMeH) arrectaruy. Komme-
TEHLUH, 3aKpEIJICHHbIE 33 JUCLUIUIMHOW, c(HOPMHPOBAHBI Ha HEJOCTATOYHOM
YPOBHE WJIN HE CHOPMHUPOBAHEI.

9.6. CooTBeTCTBHE YPOBHSI OCBOCHHS KOMIICTCHIIMH IIJIAHUPYEMBIM pe3y/abTaTaM 00y4e-
HHSl U KPUTEPUSIM MX OLlEeHHBaHUS

Kon Copep:kanne KOMIETEHIMHU

YK-4

CnocoGeH OCyIIECTBISTh ASNOBYI0 KOMMYHHUKALIMIO B YCTHOM M MMMCBMEHHOH (popMax Ha rocy-

JTapCcTBeHHOM s13bIKe Poccuiickoi @eneparmn 1 HHOCTpaHHOM(BIX) sI3bIKe(aX)

Iloka3aTesn oueHnBa-
HHUS/pe3yJabTaThl 00y-
YeHHUs

3uaer (YK-4)

Kputepun oneHnBaHus

2 (Hey10BJIETBOPH- 3 (ynoBierBopu- 4 (xopo1io) 5 (oTsIM4HO)
TeJIbHO) TeJIbHO)
He 3naer: npunuunsl | JleMoHCTpHUpyeT JemoHcTpupyer Bnaneer nonHoi
yIIpaBJI€HHS KOMMYHH- = TOJBKO  YaCTUYHBIC = 3HAHWS W IIOHUMa- = CHCTEMOH 3HaHHWH
KalMsIMH B WUT- | 3HaHMS W TIOHUMaeT: | eT: TIPUHIUIBL | | TIOHUMAET:
MPOCKTAX; METO/bl | NMPUHIMIbEI YIpaBie- | YHPaBICHUS KOM- = TPHHIIMIIBI

WJICHTUUKALIMN U aHa-
JM3a  3aMHTEPEeCOBaH-
HBIX CTOPOH; (hopMmathbl
U HMHCTPYMEHTBI IIpO-
€KTHBIX KOMMYHHUKalUH
(oT4eTHI, Tpe3eHTaIWH,
JIEMO, PETPOCIICKTHBBI)

HUA KOMMYHHKAIIHS-
mu B UMT-mpoekrax;
MeTobl  MICHTH(DU-
Kallud ¥ aHajm3a
3aMHTEPECOBAHHBIX
CTOpoH; (opMaTel U
WHCTPYMEHTBI ~ IIPO-
€KTHBIX KOMMYHUKa-
i (oT4eTHl, IIpe-
3EHTalMH, JEMO, pe-
TPOCTICKTHBBI)

25

MYHUKalMSIMA B
WT-npoekrax;
METO/bl  MJCHTH-
(duKanmu 1 aHau-
32 3aMHTEPEeco-
BaHHBIX  CTOPOH;
dopmaTel M HH-
CTPYMEHTBI  TIPO-
eKTHBIX  KOMMY-
HUKalui (OT4ETHI,
Ipe3eHTalHH,
JIEMO, PETPOCIIEeK-
THBBI)

yIpaBJIeHHUS] KOM-
MYHUKAIUSIMA B
UT-npoekrax;
METONIbl  WJICHTH-
¢ukaumu W aHa-
JM3a 3auHTEpeco-
BaHHBIX CTOpOH;
¢dopmarel M WH-
CTPYMEHTBI  IIPO-
eKTHBIX  KOMMY-
HUKaIMK (OTYETHI,
Npe3eHTaLHH,
JIEMO, PETpPOCIIeK-
THUBBI)



Ymeer (YK-4)

Baaneer (YK-4)

He ymeer: BbLBIATH U
aHaIM3UpOBaTh 3auHTe-
PECOBAHHBIC  CTOPOHBI;
IUIAHUPOBaTb U BECTH
KOMMYHUKallUd B IIPO-
€KTHOH TIpyIIe; IoTo-
BUTb U TPOBOJAUTH IIpe-
3€HTAlMd  MPOEKTHBIX
pe3yIbTaToOB

He Bnaneer: HaBbIKamu
poheCCHOHATBLHOM
KOMMYHHKAIIUK B TIPO-
€KTHOM JIESITENIbHOCTH;
MpHEMAMHU  TIOJITOTOBKU
MPOEKTHOW OTYETHOCTH;
OTBITOM YYacThst B CO-
BEIAHMAX, PETPOCIIEK-
THBAX W JIEMOHCTPAIH-
SIX Pe3yJIBTATOB

JemMoHcTpupyer
TOJILKO ~ YacTHYHOE

YMEHHUE: BBIABISATH U
aHANU3UPOBATh 3aMH-
TEpPECOBaHHBIE  CTO-
POHBI; INITAHUPOBATh U
BECTH  KOMMYHHKa-
UMM B  IPOEKTHOU
Tpynme; TOTOBUTh H
MIPOBOZIUTH  TIPE3CH-
TaMM ~ TNPOEKTHBIX
PpE3yIIbTaToOB

JemoncTpupyer
TOJNBKO ~ 4YacTUYHOE

BJIaJICHHE. HABBIKAMH
po(heCcCHOHANTBHOM
KOMMYHHKAIHN B
MPOCKTHOW  JICSITEITh-
HOCTH; pUeMaMu
TIOATOTOBKH  TIPOEKT-
HOH OTYETHOCTH;
OIBITOM Yy4YacTus B
COBCIIAHUAX, PETPO-
CIIEKTHBAX M JIEMOH-
CTpalMsX pe3yJbTa-
TOB

Jemonctpupyer

YMEHHE:  BbISIB-
JSITh M aHAIU3U-
poBaTh 3aMHTEpe-
COBaHHBIE CTOPO-
HBI;, TUIAHUPOBATH
U BECTH KOMMY-
HUKallUd B Ipo-
€KTHOM  TpymIe;
FOTOBUTb U IPO-
BOAUTb  NPE3EH-
Tallud  TPOEKT-
HBIX Pe3YyJIbTaTOB
JemoncTpupyer

BJIAJICHUE: HAaBbI-
KaMu TpodeccHo-
HaJIbHOM KOMMY-
HUKAallid B TpO-
€KTHOW  JiesITeNb-
HOCTH; THpUEMaMH
MOJATOTOBKH  PO-
€KTHOI OTYETHO-
CTH; OIBITOM Yyya-
CTHS B COBELLIAHU-
SIX, PETPOCHEKTH-
BaxX M JEMOHCTpa-
IIUSIX Pe3YyNIBTaTOB

VYMeeT: BBISIBIATH
U aHAIM3HPOBATH
3aUHTEPECOBAH-
HBIE CTOPOHBI,
IUIAHUPOBATh |
BECTH KOMMYHHU-
Kallikd B TIPOEKT-
HOM IpymIe; ToTo-
BUTh U MPOBOJIUTH
MPE3CHTALUN TIPO-
eKTHBIX pe3yJbTa-
TOB

Brnaneer B moHo#
Mepe: HaBbIKAMU
npoheCcCHOHAb-
HOH KOMMYHHMKa-
MU B TPOEKTHOM
JICSITEIIbHOCTH;
npueMaMu TMOJAro-
TOBKHM IIPOEKTHOM
OTYETHOCTH, OITbI-
TOM y4acTusi B
COBEIAHMAX, pe-
TPOCHEKTHBAX U
JIEMOHCTpAIHIX
Ppe3yJIbTaToOB

10. OueHouHble cpeACTBa 1Jisl IPOBEAeHUS KOHTPOJIS yCIIeBaeMOCTH U NPOMeKYTOYHOM
arrecTaliy 00y4YalomMXxcs Mo AMCUHUIIMHE

@onx oneHouHbIx cpenctB (manee - @OC) sBnsSeTCS HEOTHEMIIEMON YacThiO padoueit
IIPOrpaMMbl JUCLMITIIMHBI U OCHOBHOM NMpodeccuoHaIbHOW 00pa30BaTeIbHON IPOTrPaMMBI.

@OHJ1 OLICHOYHBIX CPEACTB MPEJCTABIAET COO0M KOMIUIEKC y4eOHBIX 3aJaHHi, MpeaHa-
3HAYEeHHBIX JJI1 U3MEPEHUsl YPOBHSI TOCTHKEHUH OOydYalOIIMMCSl YCTAHOBIICHHBIX Pe3yJbTaTOB
oOyueHus1, U UCHOIB3YETCs IIPU MPOBEIECHUU TEKYIIEH U MPOMEKYTOUHOM aTTecTaluu (B mepu-
0]l 3a4€THO-’K3aMEHAIIMOHHOM ceccun).

[lens ®OC - ycTaHOBJIEHHE COOTBETCTBHS YPOBHS MOATOTOBKHM OOy4arolIUXcs Ha JaH-
HOM 3Tarie 00y4eHus: TpeboBaHUsIM paboueil MporpaMmbl TUCIUILTUHBIL.

OcHoBHbIME 331a4aMu DOC 1m0 yueOHOM AUCITUTIIMHE SIBISIOTCS:

—  KOHTpOJIb JoCTHXeHU nenei peanusanuu OIl - popmMupoBaHue KOMIETEHIINH;

—  KOHTpOJIb TIpoliecca MPHOOpeTeHns: 00yJaromuMcst He0OOXOAUMBIX 3HAHUHN, YMEHUH,
HAaBBIKOB (BJIQJICHUSI/OTIbITA IEATEIBHOCTH) U YPOBHS CPOPMUPOBAHHOCTH KOMIIETEHIIHIA;

—  OILIEHKa JOCTWKEHUI 00yyaromierocs;

— o0ecrnedyeHre COOTBETCTBUA pe3ysbTaToB 0OydeHHs 3adadam Oynyueid mpodeccuo-
HAJIBHOW [JESATETbHOCTH Yepe3 COBEPIICHCTBOBAHHWE METOAOB OOyueHHs B 00pa3oBaTeIbHOM

mporecce.

10.1. TunoBble KOHTPOJIBLHBIC 32IaHNUS VI IPOBEACHHU TeKYLIelH/py0eKHON aTTecTaluu
N0 AUCHUIINHE (MOAYJII0).

IIpuMmepHBbIii nepedyeHb TeM (0K, pedepar 3cce)

IIpumepHBIE TEMBI JOKIAT0B - HEe MPe1yCMOTPEHbI
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IIpumepHbIe TeMbl pedepaToB - He NMPexyCMOTPEHbI

IIpumepHBbIe TEMBI 3CCe.

Hanumvre nucbMo-mos3ipaBiaeHue CBOMM KIMEHTaM C Y4€TOM TpeOOBaHUH K JIEJIOBOMY
CTHJIIO OOILEHUS ¥ TPAJAULIUAM MO3PaBICHUS B QHIJIOA3BIYHBIX CTpaHaXx.

[IpounTaiite pexiamMmHoe OOBSBICHHE Il OyIyIIUX BBITYCKHHKOB By3a O BAaKaHCHH B

koMmnanuu Knapka Xynepa. Ilo ananoruu ¢ npeapiaymumu npumepamu coctasbte CV 1
COIIPOBOJUTENILHOE MHCbMO, KOTOpPbIE HEOOXOIUMO OTIIPaBUTh B KOMIIAHMIO Ha MM
Mumens XokuH. Jlertanu Ouorpadum MOryT OBITH BBIMBIIUIEHHBIMH, HO KaHIUAAT HA
JOJDKHOCTB JIOJDKEH OBITh CTYJICHTOM CTaplIero Kypca yHUBEPCUTETA.

Hanummwure nucemo B komnanuio NTG ¢ npocs00ii pacCMOTPETh MPUIIOKEHHBIN IPOEKT
KOHTpPAKTa.

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.

Tumnossie KOHTPOJIbHBIC 3aJlaHWA JJIA IIPOBCACHUA pY6e)KHOFO KOHTPOJIA 11O AUCHUILIIMHE

(MoyIio).

10.2.

KonTpoubnas padora Nel
BapuanTt 1
1. Read and translate the text from English into Russian (cm. I[Ipunosxenue 1)
2. Speak on the topic in accordance with the card (cm. Ipunokenue 2)
Bapuanr 2
1. Read and translate the text from English into Russian (cm. IIpunoxenue 1)
2. Speak on the topic in accordance with the card (cm. [Tpunoxenue 2)

KonTposbHnas paGora Ne2
Bapmnanr 1
1. Read and translate the text from English into Russian (cm. [punoskenwue 1)
2. Speak on the topic in accordance with the card (cm. Ipunosxkenue 2)
Bapuant 2
1. Read and translate the text from English into Russian (cm. ITpunosxenwue 1)
2. Speak on the topic in accordance with the card (cm. [punoxenue 2)

IIpuMmepHBbIi nepeYeHb TEeCTOBBIX 3aJaHui I TeKyIle-

ro/pyoe:xHoro/mpoMesKyTo4Horo KOHTpPOJIst

Cucrema OLICHMBAHHUS TECTOBBIX 3aJaHUI

Tunsl 3a1anuii Bpems BbI- Pe3yabTaT ONlCHUBAHUSA
MOJTHEHHUS (6anabl, MoJIy4yeHHBbIE 32 BHINOJTHEHHE 32/1a-
3aiaHMit HHUSI/XapaKTepUCTHKA NMPAaBUJIbHOCTH 0TBETA)
(MuH.)
3ajaHne 3aKphITOrO THMA C BBIOO- 2 CoBmnajzieHre ¢ BEpPHBIM OTBETOM OIIEHUBaeTCs 1 GayioMm;
POM OJTHOT'O BEPHOTO OTBETA HEBEPHBIN OTBET WM €0 OTcyTcTBHE - 0 Gayios.
3ajaHue 3aKphITOrO THMAa C BHIOO- 3 IlonHoe coBnazeHHe ¢ BEpHBIM OTBETOM OLEHHBAETCS 2
poM 2 BapHaHTOB OTBETa Gamnamuy;

ecnu nomymiena 1 ommobka - 1 Gamn
6oxee 1 ommOKM WK OTBET OTCYTCTBYET - ) OamoB.
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3aL[aHI/I€ OTKPBLITOT'O THUIIA Ha HO0- 4
IIOJTHCHHUC

3aZ[aHI/Ie 3aKpBITOr0 THIIA Ha YyCTa- 6
HOBJICHHUC COOTBCTCTBUA

3amaHue 3aKpHITOrO THIA (TIPAKTH- 5
KO-OpPHUEHTHPOBAHHBIS 3aJaHus,
KCHChI)

HpI/IMepHBIe TECTOBBIC 3aJlaHUA

II/H Homep IIpaBuabHbIi 0TBET
3ajaHus
3ananus ¢ 1 BapuaHTOM 0TBeTA
1. YK-4.3.1 C 6:00 ytpa no 12:00 nus

2. VK-4.2.1 | Agenda

3. YK-4.2.2 NDA

4, YK-4.2.3 Surveys

5. VK-4.2.4 Requirements

33IlaHl)lﬂ OTKpblTOFO THUIIA HA T0ITIOJIHCHUE
6. VK-4.2.5 Presentation

[TonHblil mpaBUIIBHBIA OTBET Ha 3aJaHUE OLICHHUBAeTCs 2
bayamu,

€CJIM JIOMYIICHBI OIIUOKH WM OTBET OTCYTCTBYeT - 0 Oai-
JIOB

[TomHOEe coBmazeHWE C BEPHBIM OTBETOM OICHHBACTCS 3
Oaamu;

ecnu gomymieHa 1 ommbka - 2 Oayta, ecii JOMyIIEeHbl 2
ommbku - 1 Gayn, ecnu JOmyIIeHsl Oojiee 2 OMMOOK WIIH
OTBET OTCYTCTBYeT - 0 GaJIoB.

CoBnazieHre ¢ BEpHBIM OTBETOM OICHHBACTCS 5 OallIaMu;
HEBEPHBIN OTBET WM €0 OTCyTcTBHUE - ) Oayios.

Copep:xaHue Bompoca

VYkakuTe BpeMEHHOM uana3oH, B KOTOPOM
YMECTHO ynoTpe0nsath ¢ppazy «Good morningy.
1) C12:00 gus mo 18:00 Beuepa
2) C 18:00 mo 23:00 Beuepa
3) C8:00 yrpa g0 14:00 qus
4) C 6:00 yrpa g0 12:00 gust
BriOepure nepeBo]| CJI0BOCOYETaHUS «ITOBECTKA

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

Bribepure cokpaleHne, KOTopoe MOXKET ITpuMe-
HSTBCS [IPY HAlICAaHUU paboYMX MUceM U 000-
3HAYaeT «COIJIALIEHUE O HEPA3TIALICHUN»:

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

Bri6epure cioBo, 0603HaydaroIee onpock Kak
THIT OOIICHHUS B paMKaX OH3HEC-KOMMYHHUKALMH:
1) Forum boards

2) Surveys

3) FAQs

4) Reports
Bribepure BepHBIi TepeBoI CI0Ba «TpeOoBa-
HUSD)Y:

1) Responsibilities
2) Requirements
3) Skills

4) Abilities

Bocnonnute nmponyck. B kauectse oTBeTa yka-
JKATE OJTHO CJIOBO HA aHTJIMHCKOM s3bIKe: JleMoH-
CTpAIMOHHBIC MAaTEPUAIIBI JJIs ITyOJINIHOTO BhI-
CTYIUIEHHS - 3TO
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7. VK-4.2.6 Small

8. VK-4.2.7 Profession

9. VK-4.2.8 Recruitment

33113!-[11[51 HA YCTAHOBJICHUE COOTBETCTBUA
10. | YK-4.3.2 1-6(Ask); 2-r (Tell); 3-a (Re-
mind); 4 - B (Answer)
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Bocnonnute nponyck. B kauecTBe oTBeTa yka-
JKHTE OJHO CIIOBO Ha aHTJIMICKOM s3bIKe: Jlerkui
WUJIM HETIPUHYKACHHBIN pa3roBop B A€JIOBOM aH-
TJIUACKOM, KOTOPBIN IOMOTaeT yCTAHOBUTH KOH-
TaKT ¢ KOJUICTAMH U CO371aTh TAPMOHUYHYIO Pabo-
YyI0 Cpeay - 3TO talk.

Bocnonnute npomnyck. B kauecTBe oTBeTa yka-
JKHTE OJTHO CJIOBO Ha aHTJIMHCKOM s3bIke: Pox
TPYAOBOU AEATEIEHOCTH YEIOBEKA, TPEOYIOIIHIA
ONpEAEIICHHON MOATOTOBKU U SIBIISIOLIUICS
OOBIYHO MICTOYHUKOM CYIIECTBOBAHHUSA - 3TO

Bocnonnute nponyck. B kauecTBe oTBeTa yka-
JKUTE OHO CJIOBO Ha aHITIMHCKOM si3bIke: [1po-
Liecc MOUCKA JIIOJICH Ha KOHKPETHYIO paboTy - 3TO

YcTaHOBUTE COOTBETCTBHE MEXY IIaroJiaMy,
CBSI3aHHBIMH C BBIPQKEHHEM ITPOCHOBI 110 TeJle-
(oHy, 1 UX NEPEBOJOM:

1) CnpocuTh/IONpPOCUTH

2) Ckasatb/miepenars

3) HamoMHHTH

4) OTBEeTUTH

a) Remind

6) Ask

B) Answer

r) Tell



[Tpunoxenue 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 con-
servative 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 insult-
ed!) 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.). An-
other 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, Ameri-
cans 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 ex-
pected, 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 un-
friendly; 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; in-
stead, 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.
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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 im-
portant, 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. Skip-
ping the formality of small talk would be in bad taste in business as elsewhere;
minimizing its importance would be a mistake.
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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 directo-
ry. 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 di-
rect; first dial the international code-number. If the person you want to call is al-
ready 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 | 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.
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Text 4.

NEGOTIATING STRATEGIES

Understanding the other party’s interests and tactics is integral to good ne-
gotiating. 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”;

c) 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 busi-
ness. 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.
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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 dif-
ferent 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. Cus-
tomers 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 be-
fore 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 Mes-
sieurs). 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.
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Text 6.

The salutation is the greeting with which every letter begins. The custom-
ary 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 ad-
dressed). 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 to-
wards informality, especially if your correspondent is known to you personally, or
iIf you have traded with him for some time. The warmer and more friendly greet-
ing, 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 acknowledg-
ment if there has been previous correspondence;

i)  the second gives information and states the facts;
i)  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.
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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 an-
other 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 per-
sonal 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 bless-
ing; 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 (MUAS). 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 comput-
er, 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.
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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 ma-
chine (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 inter-
ception, without the need for telephone tapping. In some countries, because elec-
tronic signatures on contracts are not recognized by law while faxed contracts with
copies signatures are, fax machines enjoy continuing support in business.
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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, infor-
mational and motivational presentations, interviews, status reports, image-building,
and of course, training sessions.

Although individuals most often think of presentations in a business meet-
Ing context, there are countless occasions when that is not the case. For example, a
school district superintendent presents a programme to parents about the introduc-
tion of foreign-language instruction in elementary schools; an artist demonstrates
decorative painting techniques to a group of interior designers; a police officer ad-
dresses 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 ice-
breaker 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.
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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.

4y 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 profession-
al and credible than presenters who merely speak. Visual aids help presenters to
emphasize the key points your audience will understand and remember. The fol-
lowing 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 audi-
ence’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 criti-
cally with a colleague.
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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 re-
ceive 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 per-
sonal 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 suitabil-
ity 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 ap-
plication 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 re-
quirements outlined in the advert and focus on any of your current skills or respon-
sibilities 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.
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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.
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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 of-
fer, or mails a rejection - hopefully the former.
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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 sub-
ject. 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.
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Text 14.
RUNNING A BUSINESS MEETING

Some people who hold meetings prefer to pass around copies of the agen-
da, 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 speak-
er 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 for-
gotten.

One of the most difficult things about holding an effective meeting is stay-
ing 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. VVotes 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, at-
tendees 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 car-
ried. 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
guestions.

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.
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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, negotia-
tion skills are important in both informal day-to-day interactions and formal trans-
actions such as negotiating conditions of sale, lease, service delivery, and other le-
gal 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 them-
selves 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 asser-
tive 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 un-
der-confident body language, and give in to demand too easily.

Aggressive communicators take a confrontational approach that tends to al-
ienate other parties and destroy negotiations.

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