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1. HACHHOPT ®OHJJA OHEHOYHbBIX CPEIACTB

1.1. Ilepeyenr kKommeTreHUH#, (GOpMHUPYEMBIX B IpoLecce OCBOCHHS
OCHOBHOI1 00pa30BaTe/IbHON POrPaMMBbI

[Ipouiecc ocBoeHUsl TUCHUIUIMHBI HAMPABIEH HA OBJAJCHHUE CIEAYIOIIMMU
KOMITETEHUUSAMM:

Yuueepcanvnoix:

— Cnoco0eH NpUMEHSTh COBPEMEHHbIE KOMMYHUKATHBHBIE TEXHOJOTWH, B
TOM 4YHCJI€ Ha HWHOCTpaHHOM(BIX) s3bIKe(ax), [JJIs1 aKaJeMHUYeCKOoro U
npodeccruonansHoro B3aumojeicteus (YK-4);

Oowenpogeccuonanvnulx:

— Cnoco0OeH NpuMeHATh B PO(eCCUOHATBHOM JEsTeIbHOCTH, B TOM YHCIIE
NeAaroruueckor, IMMPOKUNA CHEKTP KOMMYHUKATHBHBIX CTpaTEerMil M TaKTUK,
PUTOPUYECKUX M CTWIMCTHYECKUX TMPUEMOB, IMPUHATHIX B pa3HbIX cdepax
kommyHukanuu (OITK-1).

1.2. Dransl popMUPOBAHUA KOMIETEHIMI M cpescTBa OLEHWBAaHWA YPOBHA WX

cdopmrpoBaHHOCTH
Jdranbl popMupoBanus komnerenuuii | Komnerenuun KoHTpo/ibHO-01IeHOYHbIE
cpejacTsa / cnocod
OlleHUBAHUS
2 cemecTp

Unit 1. Introduction. Achievement tests. VYK-4, OIIK-1 MIpE3eHTaINs, TECT
Unit 2. My autobiography. Questionnaire aHKeTa, YCTHBIA OIPOC
Unit 3. Personality and character: | YK-4, OIIK-1 BeInonHeHne mpakTHYeCKuX
positive and negative qualities 3alaHuH, yCTHBIN ONPOC, TECT
Unit 4. Social and Business Behavior:
Cultural Diversity.
Unit 5. Cramming for success: study and | YK-4, OIIK-1 BrInonHeHne npakTHYeCKUX
academic work 3aJaHUM, YCTHBIN ONPOC, TECT

Unit 6. Career Plan
Unit 9-10. Creating a  strong  first | YK-4, OIIK-1 BrInmomHenne NpakTH4ecKux
impression. Identifying key skills and 3aJ[aHAH, YCTHBIH OIPOC, TECT
detailing education and qualifications CV (Curriculum Vitae)
Unit 11-12. Application Forms. Writing a
Curriculum Vitae and Covering Letter
3auer VK-4, OIIK-1 [TpomexyTodHas aTTeCTAIHS

1.3. Onucanne nokaszareJsieid GopMUPOBAHUSI KOMIIETEH I
Kon IInanupyemsle pe3yJabTaThl 00y4eHHs (IIOKA3aTEJIN)
KOMIIETEHIIMHU
YK-4 3HaTh: mpuemiieMble CTWIM OOMIeHUs; BepOanbHble U HeBepOasbHbIE
CpPEICTBAa B3aUMOJCUCTBUA C IIApTHEpPAMU; MPaBUIIa U 3aKOHOMEPHOCTH
JUYHOU U JI€JI0OBOM YCTHOM U MUCBMEHHON KOMMYHUKAIIUU, COBPEMECHHBIE
KOMMYHUKATUBHbBIE TEXHOJIOTMM HAa PYCCKOM M WHOCTPAaHHOM s3bIKaX,
CYILLECTBYIOIIHAE npogeccuoHaIbHbIE cooOriecTBa JUTS
po(hecCHOHANBHOTO B3aUMOJCUCTBUS; TNMPHUEMBI HM3JI0KEHUS HAYYHBIX
MaTepHaJIOB; BUJbl M OCOOEHHOCTH TNHCHBMEHHBIX TEKCTOB M YCTHBIX




BBICTYIJICHUH; TOHUMATh OOIee COJEp)KAHHE CIOXKHBIX TEKCTOB Ha
aOCTpakTHBIE M KOHKPETHBIE TEMBI, B TOM YHUCIE Y3KOCIEIHUAIbHBIC
TEKCTBHI.

YMeThb: NPUMEHATH HA MPAKTUKE KOMMYHUKATHBHBIC TEXHOJIOTHH,
METOJbl M CHOCOOBI JIENIOBOrO OOIICHUS JUIA aKaJeMHYecKOoro U
po(EeCCHOHATBFHOTO B3aUMOJICHCTBHUS; OCYIIECTBIISATh KOMMYHUKAITHIO B
YCTHOW, NHUCHMEHHOW, THmepmeana u 1p. (opmax; 000CHOBAHHO
BBIOMPATH OTITUMAJIbHBIC cpeacTBa KOMMYHHKAIIUN u
KOMMYHHKAIIMOHHBIE TEXHOJIOTHH C YYETOM CHEeN(UKN aKaJeMHYECKOTO
U TMpo(hecCHOHATFHOTO B3aUMOJICHCTBUS; BECTH Oeceay B Pa3IUYHBIX
CHTyallUsX JEJOBOTO OOIICHMs, BECTH JICJIOBYIO TIEpPENHCKYy Ha
AQHTJIMIICKOM  SI3bIKE;  TPUMEHSTHh  TOJyYEeHHBIE  3HAHUS B
npodeccHoHaNBbHON, HAyYHO-MCCIEIOBATENbCKOH W JPYrUX BHJIAX
JeSTeITbHOCTH.

Baaaerb: METOAMKON MEXIMYHOCTHOTO JIEIOBOTO OOIICHHS HAa PYCCKOM
Y MHOCTPAHHOM $I3bIKaX, C PUMEHEHUEM MTPO(ECCHOHATBHBIX S3BIKOBBIX
dopM, CpeIACcTB M COBPEMEHHBIX KOMMYHHKATHBHBIX TEXHOJOTHH;
CIOCOOHOCTBIO MIPUMEHSTh COBpPEMEHHBIE KOMMYHHKATHBHBIE
TE€XHOJOTMH, B TOM 4YHCIE Ha HMHOCTPAHHOM(bBIX) sI3bIKe(ax), MAJs
aKaIEMHUYECKOTO M TPO(HECCHOHATTFHOTO B3aUMOICHCTBUSI.

OIIK-1

3HaTh: OCHOBHBIE TPHUHIUIEI (POHETHKA W CHHTAKCHCA AHTIUHCKOTO
A3bIKa; CNEeUU(UKY OCYIIECTBIEHUS MNPO(PEecCCHOHANBHON Hay4HOMH
(bumosornYeckoil  KOMMYHHMKAIlMA  HAa  TOCYJapCTBEHHOM  SI3BIKE
Poccuiickoit  ®enepauun W HWHOCTPAaHHOM  SI3bIKAaX; OCHOBHBIE
COBPEMEHHBIE KOMMYHUKATHUBHbBIEC CTPATETHUU U TAKTUKH, PUTOPUUECKUE U
CTUJIUCTUYECKUE TPUEMBI M SI3BIKOBBIE HOPMBI, MPUHATHIE B PAa3HBIX
chepax KOMMYHHKAIUHU; (POHETHUECKHE, JIEKCHUECKHE, TPaMMaTHYECKUE,
CEMaHTHUYECKHE, CTHIIMCTUYECKHE OCOOCHHOCTH M TEHJICHIIUH Pa3BUTHS
M3y4aeMoOTO SI3bIKa; OOIIMEe 3aKOHOMEPHOCTH, CICIH(PUIECCKUE YEPTHl U
TEHJICHIIN (PYHKIIMOHUPOBAHUSI CHCTEMBI OCHOBHOTO M3y4aeMOTO SI3bIKA.
YMeTb: TPUMEHATh pa3IMyHbie BUIABI M (OPMBI MPOGECCHOHATBHON
Hay4yHOH (DHUIIOIOTMYECKON KOMMYHHUKAIIUU Ha TOCYAAPCTBEHHOM SI3bIKE
Poccuiickoit denepanyiy 1 MTHOCTPAHHOM SI3bIKaX; JIOTUYHO M IIEJIOCTHO
BBIPA3UTh TOUKY 3PEHHS MO 00CYKIaeMbIM BOIIPOCAM C MCIOJIb30BaHUEM
MPONJECHHON JIEKCUKM M JICKCUKO-TPAMMATUYECKUX MapaJurM; BECTH
TUanor TpoOJEMHOTO XapaKTepa C HKCIOJb30BaHUEM  aJCKBAaTHBIX
peueBbIX (opM, H3YUCHHBIX JIEKCHYECKUX €IUHUI] U JIEKCHKO-
rpaMMAaTUYECKUX MapaJurM, BECTU OOILIEHHE COIMOKYIbTYPHOTO U
npodeccuoHanpHOTO  XapakTepa B 00beMe, MPeIyCMOTPEHHOM
IpOrpaMMoil; NOHMMaTh AYTEHTUYHYK0 WHOCTPAHHYIO pe€4Yb Ha CIyX B
o0beMe TPOrpaMMHONM TEMAaTHKH; HCIIOJIb30BaTh JIMHIBUCTHYCCKUE
3HAHUS Ha MPAKTHUKE.

Baagers: u3yd4aeMbIM  S3BIKOM B €T0  JIUTEpaTypHOl  ¢dopme;
KOMMYHUKATUBHBIMH HaBbIKAMH B TIpollecce MpoQecCHOHATHHOTO
HAy4HOTO (DUIIOJIOTHYECKOTO B3aWMOJCUCTBUS Ha TOCYJapCTBEHHOM
s3bike  Poccuiickon @enepauvu U HMHOCTPAHHOM SI3bIKaX; HAaBBIKAMU
MOHUMaHHUS YCTHOM TUAIOTHYECKONM U MOHOJIOTUYECKON peyu; HaBbIKaMU
YTEHUs] U TMOHMMAHUS TUCBMEHHOW pEYM; HaBbIKAMHU JIBYCTOPOHHETO
YCTHOTO TEPEeBO/IA; HAaBbIKAMU JIBYCTOPOHHEIO MHCHbMEHHOTO MEPEeBOJA;
METOJMKONW U TEXHUKOW CaMOCTOSITEIBHOTO TMPOAYILMPOBAHUS PEUEBBIX
MPOU3BEICHUM B COOTBETCTBUU C MLEISIMH HMX CO3JaHUS M C YYETOM
pe4YeBOM CUTYallMU; BJIaJIETh HOPMaMU aHTJIMMCKOTO M PYCCKOTO SI3BIKOB.




1.4. Kpurepun
(popmupoBanusn

OIICHUBAHUA KOMHeTeHHI/lﬁ Ha PpPasdbIX ITanmax HmX

Bup tekymeit yae6Hoi paboThI \ KonnuectBo 0anos

1 cemectp

TecToBBIN KOHTPOJIH (MOTYJIh)

10

YyacTue B JUCKYCCUHM Ha CEMUHApe

60

3aueT (nMcbMeHHas paboTa)

30

HUroro

100

HaxkonureanHas cucteMa oueHuBanuda nmo 100-0aaabHOM HIKaJIe

YernipexoauibHast
CHCTEeMA OLleHUBAHUSA
IK3aMeHa

100-
0aJLIILH
as
mKaJja

BykBeHHas IKaJ1a, COOTBETCTBYIOIIASI
100-0ananHOM HIKAJIE

Cucrema
OLlCHUBAHUSA
3ayera

OTIIMYIHO

90-100

A — OTJIMYHO — TEOPETHYECKOE COJECpKaHUE
Kypca OCBOEHO IOJIHOCThbIO, 0e3 MpoOenos;
HE0OX0IMMbIe MPAKTUYECKHE HABBIKK PaOOTHI
C OCBOEHHBIM MaTepHajoM C(HOPMHPOBAHEI;
BCE MPEyCMOTPEHHBIC IPOTPaMMOi
00ydyeHHUs y4eOHBIC 3a/JaHHS BBITIOJHEHBI,
Ka4eCTBO WX BBITIOJHEHUSI OIICHEHO YHCIIOM
6aJu10B, OJIM3KUM K MAaKCHUMaJIbHOMY

Xopouio

83-89

B - oueHb XOpomlo — TEOpPETUYECKOE
coJiepKaHne Kypca OCBOCHO IOJIHOCTHIO, 03
npoOenoB;  HEOOXOIWMBIE  TPAKTHUYECKUE
HaBBIKH PabOTHI C OCBOCHHBIM MaTEpPHaIOM B
OCHOBHOM c(OpPMHPOBAHBI, BCE
NPEIYCMOTPEHHBIE TPOTPAMMOM  OOyUeHHSI
y4eOHbIC 3a/IaHUsl  BBITIOJIHEHBI, Ka4eCTBO
BBITIOJIHEHHSI OOJIBIIMHCTBA W3 HUX OILICHEHO
YHCIIOM 0aJUIOB, OJIM3KMM K MaKCHUMAJIBHOMY

3auTeHo

Xopo1uio

75-82

C — XOpoIIo — TEOPETHYECKOE COACPKAHHE
Kypca OCBOCHO IIOJIHOCTbIO; HEKOTOPBIC
MPAKTHYECKHUE HABBIKK PabOTHI ¢ OCBOCHHBIM
MaTepuaaoM c(HOpMHpPOBaHBI HEAOCTATOYHO;
BCE PeayCMOTPEHHBIC IIPOrpaMMOi
oOydyeHHsT y4eOHBbIC 3aJlaHWsl BBITOJHEHBI,
KaueCTBO BBIITOJIHEHHUS HH OJHOTO M3 HHUX HE
OIIEHEHO MHUHHMMAaJLHBIM YHCJIOM OaJlioB,
HEKOTOpbIE BHUIBl 3aJaHUK  BBITOJHEHBI
C OIIMOKaMU

y,Z[OBJ'ICTBOpI/ITeJ'IBHO

63-74

D — ynoBIETBOPUTENBHO — TEOPETHUYECKOE
CoJlep’KaHue JUCLIUIIIINHBI OCBOEHO
YaCTUYHO, HO pooebI HE HOCAT
CYIIECTBEHHOIO XapakTepa; HEOoOX0auMble
IPAaKTUYECKHE HAaBBIKM PabOTHI C OCBOEHHBIM
MaTeprajoM B OCHOBHOM C(OpPMHPOBAHBI;
00JIBIIMHCTBO MIPETyCMOTPEHHBIX
nporpaMMmoil  00ydeHHMs Y4YeOHBIX 3a/JaHHM
BBINIOJIHEHO, HEKOTOPBIE U3 BBINIOJHEHHBIX
3aJJaHui, COJep KaT OIMOKU

3auteHo




Y 10BIETBOPUTEIILHO

50-62

E — n[nocpeacTBEHHO — TEOpETHUYECKOe
COJIepKaHWe Kypca OCBOEHO YacCTHUYHO;
HEKOTOPBhIC TPAKTHYECKUE HABBIKU PaOOTHI
HEe COPMHUPOBAHEI, MHOTHE
IPEyCMOTPEHHBIE TPOTpaMMOi  00ydeHUs
ydyeOHbIE 3aJlaHHsl  HE BBINOJIHEHBI  JINOO
Ka4eCTBO BBITIOJHEHUS HEKOTOPBIX W3 HUX
OILIEHEHO 4YHCIOM OayioB, OJM3KUM K
MUHUMAJTBHOMY

HeynosnerBopurensHo

21-49

FX — HEYI0BJIETBOPUTEIIBHO —
TEOPETUYECKOE COJEpKAHUE Kypca OCBOEHO
YaCTUYHO;  HEOOXOJMMBbIE  IPAKTUYECKHE
HAaBBIKH paboThI HEe C(POPMUPOBAHBI;
OOJIBIIMHCTBO MIPEeyCMOTPEHHBIX
nporpaMMoil o0ydeHus y4ueOHBIX 3aJaHui
HE BBINOJIHEHO 1o Ka4yecTBO
UX BBINIOJIHEHUSI OLIEHEHO YHCJIOM OaJoB,
OIU3KUM K MUHUMaJIbHOMY; npu
JIOTIOJTHUTEIILHON CaMOCTOSITENIBHONW padoTe
HajJ  MaTepuaioM Kypca  BO3MOKHO
MOBBIILIEHUE KAueCTBA BHINIOJHEHUS y4EOHBIX
3aJaHuN

HeynosnerBopurensHo

0-20

F — HeynoBIETBOPUTEIBHO — TEOPETHUECKOE

COJIepKaHHE Kypca HE OCBOCHO;
HEO0OXOAMMBIC MPAKTHYECKUE HABBIKH PaOOTHI
He chopMUpOBaHBI,  BCE  BHINOJIHECHHBIC

ydeOHBbIe 3aJIaHUsI COJIEPKAT TPyObIe OIMUOKH,
JIOTIOJTHUTEIIbHAS  CAMOCTOsITeNIbHAsT paboTa
HaJl  MarepHajoM  Kypca  HE MPUBEIET
K KaKOMY-JIM0OO ~ 3HaYMMOMY  ITOBBIIICHHIO
Ka4yeCTBa BBIIOJHEHHS YICOHBIX 3aIaHUI

He 3aureno




2. KOHTPOJIBHO-OIEHOYHBIE CPEACTBA

2.1. TunoBble KOHTPOJBbHBIC 3aJ4aHMA M (WJIM) HHbICE MaTepPHAJIBI,
Heo0XoAuMBbIe JIJIi OLEHKH Pe3yJIbTATOB OCBOCHHSI 00pa30BaTeIbHOM
NPOrpamMmbl

1. Complete the letter of application. Put the verbs in brackets into the present
simple, present continuous, present perfect simple or continuous, or past simple.
Choose the right variant.

Dear Sir/Madam

I (1) am_writing to apply for the post of Trainee Marketing Assistant as
advertised in the September edition of Marketing Now. I (2) believe that I
(3) have the potential to provide your company with the skills it (4) needs in the
future.

Currently, I (5) have completed my exams at University. 1 (6) have been
studying for three years leading to a BA in Business Studies. In particular, I
(7) find the marketing component of my course the most rewarding and this is why

I (8) have decided to pursue marketing as a career.

As you will see from my CV, I (9) did a work placement in Germany last year.
This placement (10) gave me the opportunity to put some theory on my course into
practice. I also (11) acquired a good working knowledge of German. Since
January of this year, I (12) have been working at a local restaurant to supplement
my grant and this work (13) is_developing my communications skills with the
public.

My examinations (14) are finishing in ten days time and I would be
available for an interview any time after that. I (15) am looking forward to hearing
from you.

Yours sincerely
(Needs, have completed, am writing, believe, have been studying, have, am
looking, is developing, am looking, gave, did, are finishing, have decided, have
been working, acquired)

2. Read and translate a short covering letter in a written form.
Olga Ivanova
12, Pushkina Street
Yaroslavl 150000
The Personnel Director
AUCHAN
47 Borovaya Street
St. Petersburg 192007
22" June 2015
Dear Sir / Madam,
With reference to your advertisement in the Job for All, 1 should like to
apply for the job of trainee retail manager.



Please find attached my CV showing my education, experience and
background.

For the past two years I have worked as a manager for a local supermarket.
Due to personal reasons, I have to move to St. Petersburg within the next month.

I believe that I have the necessary potential to provide your company with
the skills it needs in the future. Since I have 2-years experience in the sales and
marketing field I hope that I will be able to increase sales and get excellent results.
I have graduated from Yaroslavl Trade and Economic University. I have been
studying for 4 years leading to a MBA in Marketing. In particular, I find the
marketing component of my course the most rewarding and this is why I have
decided to pursue marketing as a career.

I enjoy working with people, being very sociable and communicative.

I have a good command of English and French. When I was a student I had
internship in Paris where I improved my language skills.

I am ready to come to your office and have an interview. If you have any
questions, please, do not hesitate to contact me. I am looking forward to hearing
from you soon.

Yours faithfully,
Olga Ivanova

3. Use the words below to complete the letter. Use each item once only.
However - grateful — mentioned — current issue — eligible for — package
holidays — additional charge — look forward to — send me information — under
what circumstances — particularly interested — With reference to

Dear Sir / Madam

(1) With reference your advertisement in the (2) current issue of “Summer
Holiday” magazine. Could you please (3) send me information about the holidays
you offer in the United States? I am (4) particularly interested in (5) your_
package holidays to California and Florida.

In your advertisement you state that there are reduced prices for children but
it is not clear (6) under what circumstances these reductions can be obtained. We
are a family of four, with two adults and two children, aged 10 and 16. Could you
tell me whether my 16 — year — old child would still be (7) eligible for a reduction
or if he is now classed as an adult?

Your advertisement also (8) mentioned that a free hire car was included in
the holidays in the United States. (9) However, there was no information about
insurance. I would be (10) grateful, therefore, if you could inform me whether this
is included or not. If it is not, I would like to know how much the (11) additional
charge would be.

I hope you will be able to answer my queries. I (12) look forward to hearing
from you.

Yours sincerely



(eligible for, particularly interested, However, look forward to, mentioned, under
what circumstances, with reference, current issue, additional charge, your package

holidays, send me information, grateful)

4. In each of the following sentences, choose the correct answer.

1. T asked Martha
gone well.

a. what

b. did

c. if

d. that

. the conference had

2. The manager asked me ... . of the new
proposal.

a. what did I think

b. if I thought

- that I did think

- what I thought

o O

3. At the meeting the shareholders
asked how the company ... in the
previous year.

a. did

b. had done

¢. have done

d. has done

4. T couldn’t find Mile Arnoux, so |
asked her secretary ... .

a. was she there

b. where was she

¢. where she was

d. where she was being

5. He rang to ask ... we were still
interested in the site or not.

a. whether

when

where

that

o o o

6. T didn’t receive the ticket, so I rang
the travel agent to ask if they ... it.

a. sent

b. had sent

¢. have sent

d. sends

7. My boss was very supportive

and ... me to apply for the promotion.
refused

threatened

apologized

encouraged

o 0 T o

He apologized ... at the meeting late.
to arrive

that he arrived

of arriving

for arriving

o 0 T v ®

It’s a nice car but [ wonder ... .
what it costs

what does it cost

how much does it costs

if it costs

o 0 T 2 0

10. I rang to ask when they ..., but in
fact they had already relocated.

a. are moving

b. will move

¢. shall move

d. were moving




2.2. OueHoYHBbIE CPeACTBA VISl IPOMEKYTOYHOM aTTecTAllUU (3a4eT)

BO”pOCbl K 3auemy no Oucuunﬂuue:

1. CobGecenoBanue Mo OAHON U3 MPEIIOKEHHBIX TEM:

1. You are meeting foreigners for the first time.

9.

10.

11.

12.

13.

14.

15.

16.

Today you have an interview at a famous computer company. Act as a
receptionist. Start the interview with a representative of the company.

You are booking a call to Moscow.
You are inviting your foreign partner to a restaurant.

Today you have an interview at a famous computer company. Act as an
interpreter. Start the interview with a representative of the company.

You are calling to a company and looking for a person.

Today you have an interview at a famous computer company. Act as a
manager. Start the interview with a representative of the company.

Tell your colleague about the main principles of being the participant of the
scientific conference.

You are calling to a company to find the address of a person.
You have got a wrong number. Make your excuses.

Today you have an interview at a famous computer company. Act as lawyer.
Start the interview with a representative of the company.

You are telling your friend about your native city.
Tell your employer about your professional background.

Today you have an interview at a famous computer company. Act as an
engineer. Start the interview with a representative of the company.

Tell your friend what an excellent resume is.

Today you have an interview at a famous computer company. Act as an
accountant. Start the interview with a representative of the company.



