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1. NACHIOPT ®OHJAA OINEHOYHBIX CPEACTB

1.1. Ilepeyenr koMmeTeHIHii, (pOopMHPYeMBIX B Ipolecce OCBOEHHS
OCHOBHOI1 00pa30BaTe/IbHOI NPOrPaMMbI

[Ipouiecc OCBOEHHUS NHUCLUUILIMHBI HANpPABICH HA OBJAJEHUE CIEAYIOIUMU
KOMITCTCHIIUSIMH:

Ynueepcanvnuix:

— CnocoOeH NpUMEHSTh COBPEMEHHbIE KOMMYHUKATHUBHBIE TEXHOJOTUU, B
TOM 4YHCJ€ Ha HWHOCTpaHHOM(BIX) s3bIKe(ax), A aKaJeMHYEeCKOTO U
npodeccruoHanbHOro B3aumoaeicTeus (YK-4);

Oowenpogpeccuonanvuvix:

— Cnoco0eH NMpUMEHATHh B TPO(PECCUOHANBLHOMN ACSITENBHOCTH, B TOM YHUCIE
NEeJaroru4eckom, IMMPOKUM CIEKTp KOMMYHUKATHBHBIX CTPAaTeTUH M TaKTHK,
PUTOPUYECKAX W CTUIUCTHYCCKUX TIPHEMOB, TPUHATBHIX B pa3HBIX cdepax
kommyHukanuu (OIK-1).

1.2. Dranbl GopMupoOBaHMS KOMIETEHIHH M CPeACTBAa OLECHUBAHMS
YPOBHS X ¢OPMHPOBAHHOCTH

Jransbl popmupoBaHus KomnereHunid | Komnerenunu KoHTpOo/ILHO-011eHOYHbIE
cpeacTsa / cnocoo
OlleHUBAHUS
2 cemecTp
Unit 1. Introduction. Achievement tests. VK-4, OIIK-1 Mpe3eHTals, TECT
Unit 2. My autobiography. Questionnaire aHKeTa, YCTHBIN onpoc
Unit 3. Personality and character: | YK-4, OIIK-1 Beinonnenue npakTH4eCKux
positive and negative qualities 3a[aHUH, YCTHBIN OMPOC, TECT

Unit 4. Social and Business Behavior:
Cultural Diversity.

Unit 5. Cramming for success: study and | YK-4, OIIK-1 Brrmosnnenne npakTHyecKux
academic work 3aJlaHui, YCTHBIN ONpOC, TECT
Unit 6. Career Plan
Unit 9-10. Creating a  strong  first | YK-4, OIIK-1 BboinonHenre npakTuueckux
impression. Identifying key skills and 3aIaHMH, YCTHBIA ONPOC, TecT
detailing education and qualifications CV (Curriculum Vitae)
Unit 11-12. Application Forms. Writing a
Curriculum Vitae and Covering Letter

3auer YK-4, OIIK-1 ITpoMeKyTOUYHast aTTECTALS

1.3. Onucanue noka3zaresei (pOpMHUPOBAHNS KOMIIETEHIM I

Kon Ilnanupyemsle pe3yabTaThl 00y4eHHs (II0KA3aTeH)
KOMIIETEHIIMHU

YK-4 3HaTh: npuemieMble CTUJIM OOILIeHUs; BepOanbHble M HeBepOaIbHbIE
CpEJCTBA B3aMMOJCHCTBUS C MapTHEPAaMHU; MpaBUia U 3aKOHOMEPHOCTU
JUYHOW M JI€TTOBOM YCTHOM M MMCbMEHHOW KOMMYHHKAIMU, COBPEMEHHBIE
KOMMYHHMKATHBHbIE TEXHOJOTMM HAa PYCCKOM WU HMHOCTPAHHOM SI3bIKax,
CYLLECTBYIOIIHE npodeccHoHaIbHbIE cooOmiecTBa JUIS
po(ecCHOHANBHOTO B3aMMOJCHCTBHS; MPUEMBI HM3JIO0KEHHUS HAy4YHBIX
MaTepHajoB; BHJbl U OCOOEHHOCTH IHCHbMEHHBIX TEKCTOB M YCTHBIX




BBICTYIJICHUH; TOHHUMATh OOIee COJepKaHHWE CIOXKHBIX TEKCTOB Ha
aOCTpaKTHbIE M KOHKPETHBIE TEMBbl, B TOM YHCIIE Y3KOCIELHUAIbHbIE
TEKCTBI.

YMeTb: IpPUMEHATh Ha INPAKTUKE KOMMYHUKATHBHBIE TEXHOJOTHH,
METOABl U CIOCOOBI JIENOBOrO OOIIEHUS [UId aKaJeMHUYeCKOro u
poeCCHOHATIBHOTO B3aUMOJICHCTBUS; OCYILECTBIISATh KOMMYHHKAIIUIO B
YCTHOM, NHUCbMEHHOW, rumepMeana u Ap. (opmax; 0OOCHOBaHHO
BbIOMpATH ONTHMAaJbHbIE CpeacTBa KOMMYHMKAIUU u
KOMMYHHUKAIIIOHHBIE TEXHOJIOTHH C YY€TOM CIEeIU(PUKN aKaJeMUYECKOTO
U Npo(heCcCHOHAIBHOIO B3aUMOJCHCTBUS; BECTH Oecely B pPa3IMYHBIX
CUTyalusiX JIeJIOBOrO0 OOINEHHs, BECTH JEJIOBYIO IEpenucKy Ha
AHIJIMICKOM  SI3BIKE; IPUMEHATh ~ IOJYYEHHblE  3HaHUS B
npoeCCHOHATIBHOM, HAy4YHO-UCCIIEOBATEIbCKON M ApYyrux BHJAX
JESITEIIBHOCTH.

BiiaseTs: METOIMKOM MEXIMYHOCTHOIO JEJI0BOr0 OOLICHUS HA PYCCKOM
¥ MHOCTPAHHOM $3bIKaX, C MPUMEHEHUEM MPOPECCHOHATBHBIX S3BIKOBBIX
dopM, CpeACTB U COBPEMEHHBIX KOMMYHHKAaTHUBHBIX TEXHOJIOTHUI;
CHOCOOHOCTBIO IPUMEHSTh COBpPEMEHHBIE KOMMYHUKaTHBHbIE
TEXHOJIOTMM, B TOM UHCJIE€ HA MHOCTPAHHOM(BIX) s3bIKE(ax), s
aKaJeMUYEeCKOro M MPo(heCCUOHAILHOIO B3aUMOJICHCTBUS.

OIIK-1

3HaTh: OCHOBHBIC NPHHIMIBL (POHETHKHM M CHHTAKCHCA AHTJIMHCKOTO
S3bIKA; CHENU(PHUKY OCYIIECTBICHUS MPOPECCHOHAIBHON Hay4YHOU
¢bunonrornyeckod  KOMMYHUKAIlMM  HA  TOCYJAapCTBEHHOM  SI3bIKE
Poccuiickoit  ®enepauuu W MHOCTPAHHOM  S3bIKAaX; OCHOBHBIC
COBPEMEHHbIE KOMMYHUKATUBHBIE CTPATErMU U TAKTUKHU, PUTOPUUECKUE U
CTWJINCTUYECKHE TPUEMBI M S3BIKOBBIE HOPMBI, MPHUHATHIE B Pa3HbIX
chepax KOMMYHUKAINK; (POHETHUECKHE, JIEKCHUECKHEe, TPaMMaTHUYeCKue,
CEMaHTHYECKHE, CTHIMCTUYCCKUE OCOOCHHOCTH W TCHJCHIMU Pa3BUTHS
M3y4aeMOro $3bIKa; OOIIMe 3aKOHOMEPHOCTH, CIelu(UYeCKue YepThl U
TEeHJICHIIUU (PYHKITMOHUPOBAHUS CUCTEMbI OCHOBHOTO U3y4aeMOro sI3bIKa.
YMeTb: TPUMEHATH pa3duYHble BUABI U (HOPMBI MpodecCHOHATHHON
HAay4YHOU (DUIIOJIOTHYECKON KOMMYHHMKAIMU Ha TOCYAApPCTBEHHOM SI3BIKE
Poccuiickoit denepanii 1 MHOCTPAHHOM SI3bIKaX; JIOTUYHO U LIEITOCTHO
BBIPA3UTh TOUKY 3pEHUS MO0 00CYXKIAaEMBbIM BOIIPOCAM C MCIOJIb30BAaHUEM
MPOMJAEHHON JIEKCUKM M JIEKCUKO-TPAMMATUUYECKUX ITapagurM; BECTH
TUAJIOT TMPOOJIEMHOTO XapakTepa C HCIOJIb30BAaHUEM aJIEKBATHBIX
pedeBbIX (POpM, HU3YUEHHBIX JIEKCHYECKUX EIUHUIl U JIEKCHUKO-
rpaMMaTHYeCKHX TMapajurM, BeCTH OOIIEHHE COLUOKYJIBTYPHOTO U
MpoECCHOHAIBHOTO ~ XapakTepa B 00beMe, MPEeIyCMOTPEHHOM
[IPOrPaMMOM; MOHUMATh AyTEHTHUYHYH) WHOCTPAaHHYIO peYb Ha CIyX B
o0beMe TMPOrpaMMHOM TEMAaTHUKH; WCIOJb30BaTh JIMHTBUCTHYECKUE
3HaHU Ha IPAKTUKE.

Baanerb: w3ydaeMbIM  S3BIKOM B €r0  JIUTEpaTypHOH  (Qopme;
KOMMYHHKATHBHBIMA HaBBIKAMH B TIpollecce MPOPeCCHOHATHHOTO
HAy4YHOTO (DUIIOJIOTHYECKOTO B3aWMOJICHCTBUS Ha TOCYJIapCTBEHHOM
a3pike Poccuiickonn @enepand M HMHOCTPAHHOM S3bIKaX; HaBBIKAMU
MMOHUMaHUA YCTHON TUATOTMYECKOM U MOHOJIOTMYECKON peUYr; HaBbIKAMH
YTEHUsSI W TOHMMaHUs NUCbMEHHOM pEYd; HaBbIKAMU JIBYCTOPOHHETO
YCTHOT'O TEPEBOJIA; HABBIKAMHU JBYCTOPOHHETO0 MUCHMEHHOIO MEPEBOAA;
METOJIMKON M TEXHUKOW CaMOCTOATEIIBHOTO MPOAYLHMPOBAHUS PEUYEBBIX
MPOMU3BEJCHU B COOTBETCTBUU C ILENSIMH HMX CO3JaHUSA U C YYETOM
pEYEBOM CUTYALMU; BJIAIETh HOPMAMU aHIJIMKUCKOTO U PYCCKOTO SI3BIKOB.




1.4. Kpurepuu oOuUeHUBAHMSI KOMIIETEHIHI Ha Ppa3HbIX IJTamax MXx

(opMupoBanusn

Bun tekymeil yaeOHOH paboThI | KommuectBo 6a110B

1 cemectp

TecToBbI KOHTPOJIb (MOAYJIB)

10

Vyactue B JUCKYCCHH Ha CCMHUHApPEC

60

3ader (mUCchbMEHHAs paboTa)

30

Hroro

100

HakxonureabHas cucrtemMa oneHuBanud mo 100-0aibH0M mKaJje

YerbipexbauibHast
CHCTEeMA OLleHUBAHUA
IK3aMeHa

100-
0aJIJIbH
as
mKajaa

BykBeHHas mIkaja, cOOTBETCTBYONIAs
100-0anabHOM HIKAJIE

Cucrema
OLICHUBAHUSA
3adera

O1ianyHo

90-100

A — OTJIIMYHO — TEOPETHYECKOE COJCpKAHUE
Kypca OCBOEHO IOJIHOCTBIO, 0e3 MpoOeIioB;
HEO0OXOIUMBIC MTPAKTUICCKIEC HABBIKH PAOOTHI
C OCBOCHHBIM MaTepuajoM C(HOPMHUPOBAHBI,
BCE PEyCMOTPECHHBIE IPOrPaMMOi
oOyueHHsi y4yeOHBIC 3allaHMsl BBIOJHEHBDI,
KAa4eCTBO HX BBIIOJHEHHUS OIEHEHO YHCIIOM
OaJI7I0B, OJTM3KUM K MAKCUMAJILHOMY

Xopomo

83-89

B — o4eHp XOpomo — TEOPETHYECKOE
COZIep’KaHHe Kypca OCBOSHO IOJHOCTBIO, 0e3
npo0enoB;  HEOOXOAMMBIE  MPAKTHUYECKUE
HaBBIKM PaOOTHI C OCBOCHHBIM MaTE€pHaIOM B
OCHOBHOM cOpMUPOBAHBIL; BCC
IpeJyCMOTPEHHBIE POTPaMMON  00ydYeHHUs
yueOHBbIC 3a/IaHMsI  BBITIOJIHEHBI, Ka4yeCTBO
BBITIOJTHEHUSI OOJIBIIMHCTBA W3 HUX OLICHEHO
YHCJIOM 0ajioB, OJU3KUM K MAKCUMAJIIBHOMY

3auTeHo

Xopomo

75-82

C — XOpoIIo — TEOPETHYECKOE COJACpIKaHUE
Kypca OCBOEHO TOJHOCTbI; HEKOTOpPBIE
MPAKTUYECKHE HABBIKK PA0OTHI C OCBOSHHBIM
MaTepuajioM CPOPMUPOBAHBI HEIOCTATOYHO;
BCE MIPEeAyCMOTPEHHBIE porpamMmon
0o0y4yeHUs: yueOHBIC 3a/JaHHS BBIOJTHEHBI,
KayeCTBO BBIINOJHEHHSI HU OJHOTO M3 HUX HE
OIICHCHO MHWHHUMAJIBHBIM YHUCIIOM 6aJ'IJ'IOB,
HEKOTOpbIE BUJIbl  3aJaHUIl  BBINOJIHEHBI
C OLIMOKaMu

Y 10BHIETBOPUTETBEHO

63-74

D — ynoBIETBOPUTENBHO — TEOPETUYECKOE
CoZIepKaHue JUCLUTIIUHBI OCBOEHO
YaCTUYHO, HO np06em)1 HE HOCAT
CYLIECTBEHHOI'O XapakTepa; HeoOXOoauMble
MPAKTUYCCKNUE HABBIKH pa6OTBI C OCBOCHHBIM
MaTepuajoM B OCHOBHOM C(OpPMHUpPOBAHBI;
OO0JIBIIMHCTBO MIPELYCMOTPEHHBIX
nporpaMMoil oOyueHHs y4eOHbIX 3aJaHui
BBITIOJITHEHO, HEKOTOPBIC W3 BBIITOJTHCHHBIX
3aJIaHNM, COZIEPKaT OMMOKHI

3auTeHo




Y 10BIETBOPUTEIILHO

50-62

E — n1ocpeacTtBeHHO — TEOpPETHUYECKOE
CoJIep)KaHWEe Kypca OCBOCHO YaCTHYHO,
HEKOTOpBIC TPAKTHYECKHE HABBIKU PaOOTHI
HEe COPMHUPOBAHEI, MHOTHE
MPEeIyCMOTPEHHBIE TPOTPaMMON  OOy4eHUS
y4eOHbIC 3aJlaHds  HE BBINOJHEHBI OO
KAaueCTBO BBITIOJHEHUS HEKOTOPHIX U3 HUX
OLIECHEHO YHCJIIOM OajuioB, OJH3KHMM K
MUHUMAJIBHOMY

HeynosnerBopurensHo

21-49

FX - HEYJIOBJIETBOPUTEIIBHO -
TEOPETUUYECKOE COAEP)KAaHUE Kypca OCBOECHO
YaCTUYHO;  HEOOXOJIMMBbIE  IMPAKTUYECKHE
HaBBIKU paboTsl HE COPMUPOBAHEI,
OOJIBILIMHCTBO MpeAYCMOTPEHHBIX
IpOrpaMMoOil  OOy4eHHsSI YYEeOHBIX 3aaHMA
HE BBIIIOJIHEHO 6o KauecTBO
WX BBIMIOJHEHUS OIEHEHO 4YHCIOM 0aios,
ONMM3KUM K MUHUMAaJIbHOMY; npu
JIOTIOJTHUTEIILHON CaMOCTOSITENIbHOU padoTe
HaJ MaTepuaioM Kypca BO3MOKHO
MOBBIIICHUE KA4eCTBA BBIMIOTHCHHS YUCOHBIX
3aJlaHuN

HeynosnerBopurenbHo

0-20

F — Heyll0BIETBOPUTEIBHO — TEOPETUUECKOE

cozepKaHue Kypca HE OCBOCHO;
HEO0XOIMMBIE TPAKTUYECKHE HABBIKH PaOOTHI
He chopMUPOBaHbI; BCE  BBINOJIHCHHBIC

yueOHbIE 3a/laHusl COJIepKaT IrpyOble OLINOKHY,
JIOTIOJIHUTEIbHAS CaMOCTOsITeNIbHast pabora
HaJ  MarepuajJoM  Kypca  He NPUBEIET
K KaKOMY-IM0O  3HAYMMOMY  TOBBILICHHIO
KayecTBa BBIIIOJIHEHUS YUEOHbIX 3a/laHui

He 3aureno




2. KOHTPOJIBHO-OLIEHOYHBIE CPEJICTBA

2.1. TunoBble KOHTPOJIbHbIE 3aJaHUAA W (MJIM) HHbIE MATEPHAJIbI,
HeoOXoAMMbIe [JII OLEHKH Ppe3yJIbTATOB OCBOCHHUSI 00pa3oBaTeIbHOM
NMporpamMmbl

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 1
(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. I (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 lvanova

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. I 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

c. that I did think

d. what I thought

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

a. did

b. had done

c. have done

d. has done

4. 1 couldn’t find Mile Arnoux, so |
asked her secretary ... .

a. was she there

b. where was she

c. where she was

d. where she was being

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

a. whether

b. when

c. where
d. that

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

a. sent

b. had sent

c. have sent

d. sends

7. My boss was very supportive

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

. threatened

apologized

. encouraged

oo o

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

. that he arrived

of arriving

. for arriving

a0 o oo

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

. what does it cost

how much does it costs

. 1f 1t costs

oo o o

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

a. are moving

b. will move

c. shall move

d. were moving




2.2. OueHoYHbIE CPEACTBA AJS POMEKYTOYHOM aTTecTanmnu (3a4er)

BO"pOCbl K 3auemy no ()ucuunfume:

1. CobecenoBanue 1Mo OJHON U3 MPEATOKEHHBIX TEM:

[E—

bl

=N o

9.

. You are meeting foreigners for the first time.

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.

10.You have got a wrong number. Make your excuses.
11.Today you have an interview at a famous computer company. Act as lawyer.

Start the interview with a representative of the company.

12.You are telling your friend about your native city.
13.Tell your employer about your professional background.
14.Today you have an interview at a famous computer company. Act as an

engineer. Start the interview with a representative of the company.

15.Tell your friend what an excellent resume 1is.
16.Today you have an interview at a famous computer company. Act as an

accountant. Start the interview with a representative of the company.



