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1. MACIIOPT ®OHJJA OHEHOYHBIX CPEJACTB

1.1. TlepeyeHb kommneTeHI U, (opMUpPYeMBIX B MpoLecce OCBOCHHUS OCHOBHOM
00pa3oBaTeIbHON NMPOrpaMMbl

[Ipouecc  ocBoeHMs]  JUCHUIUIMHBI ~ HANpaBlieH Ha  OBIQJCHHE  CIEAYIOIIUMU
KOMIICTCHITHSIMHU:

Yuueepcanvnuix:

— CriocoOeH MPUMEHSITh COBPEMEHHBIE KOMMYHUKATHBHBIC TEXHOJIOTHUH, B TOM YHCIIE Ha
MHOCTPaHHOM(BIX) SI3bIKE(ax), IUIsl aKaJIeMUYECKOTO M MPO(ECCHOHATBHOIO B3aHUMOJCHCTBUS
(YK-4);

Oobwenpogpeccuonanvhuix:

— CriocoOeH TIaHMPOBaTh, OPTAHM30BBIBATH M KOOPAWHUPOBATH MPOIECC CO3AAHHUS
BOCTPEOOBAaHHBIX OOIIECTBOM U MHIYCTPHEH MEAMATEKCTOB U (MJIM) MEAUANPOIYKTOB, U (WIIH)
KOMMYHHKAITIOHHBIX TMPOIYKTOB, OTCIEKHBATh U YYUTHIBATH H3MEHEHHE HOPM PYCCKOTO U
WHOCTPAHHOTO SI3bIKOB, 0COOCHHOCTEH MHBIX 3HaKOBBIX cucTeM (OITK-3).

1.2. Dransl ¢popMUpPOBaHMS KOMIETEHLHIi M CpeICTBAa OLEHUBAHHUS YPOBHSI HX

¢OopMHPOBAHHOCTH
Jransl popmupoBanus komnereHunid | Komnerenuun KoHTpPOJILHO-01IeHOYHbIEe
cpeacTBa / cnocod
OLICHHBAHUS
1 cemectp / 1 TpMecTp

Unit 1. Introduction. Achievement tests. | YK-4, OIIK-1 IpE3eHTALUsL, TECT

Unit 2. My autobiography. Questionnaire AHKETa, YCTHBIA 0IpocC

Unit 3. Personality and character: | YK-4, OIIK-1 BoinonHenue npakTHYecKux

positive and negative qualities 3a/IaHMi, YCTHBIN OIIPOC, TECT

Unit 4. Social and Business Behavior:

Cultural Diversity.

Unit 5. Cramming for success: study and | YK-4, OIIK-1 BrinonHenue npakTHYECKUX

academic work 3a/IaH}, YCTHBIA OIIPOC, TECT

Unit 6. Career Plan

Unit 9-10. Creating a  strong  first | YK-4, OIIK-1 BeinonHenne npakTU4eCcKux

impression. Identifying key skills and 3a/IaHMM, YCTHBIM OIIPOC, 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 [IpomexyTouHas aTTecTalusl

1.3. Onucanue nokaszareieil GopMuUpoBaHUs KOMIIETEeHIUH
Kon I[Inanupyemble pe3yabTaThbl 00y4eHHs (MOKA3ATEJIN)
KOMIICTCHIIUH
YK-4 3HaTh: npuemieMble CTUIM OOILIeHUus; BepOanbHble M HeBepOaIbHbIE
CpEICTBA B3aMMOJCHCTBUS C MapTHEPAMHU; MpaBUia U 3aKOHOMEPHOCTU
JUYHOW M JI€JI0OBOM YCTHOM M MMCbMEHHOW KOMMYHHUKAIMU, COBPEMEHHBIE
KOMMYHHMKAaTHBHBIE TEXHOJOIMM HAa PYCCKOM W HMHOCTPAHHOM SI3bIKaX,
CYIIIECTBYIOIIHE npodecCHOHATBHBIC coo01ecTBa TUTST
npoeCCHOHATBHOTO B3aMMOJCHCTBHS, NPUEMBI M3JIOKEHHUS] Hay4HBIX
MaTepuasoB; BUABI U OCOOCHHOCTH NHCbMEHHBIX TEKCTOB U YCTHBIX
BBICTYIIJICHUH; TOHUMAaTh OOIee COJAepKaHHe CIOXKHBIX TEKCTOB Ha
abCTpakTHble M KOHKPETHbIE TEMbl, B TOM YHCIE Y3KOCMElUHaIbHbIE
TEKCTBI.
YMeTh: TNpUMEHSTh Ha MPaKTUKE KOMMYHUKATHBHbBIE TEXHOJOTHH,




METOJBI W CIOCOOBI JIeJIOBOTO OOMICHHS JUIsl aKaJIeMHUYEeCKOro U
npo(hecCHOHANBHOTO B3aUMOJIEHCTBUS; OCYIIECTBIIATh KOMMYHHUKAIUIO B
YCTHOH, NHUCHbMEHHOW, Tumepmenna u 1p. Qopmax; 00OOCHOBAHHO
BBIOUpATH ONTUMAaJbHbIE CpeacTBa KOMMYHHUKAIHH u
KOMMYHHKAIIHOHHBIE TEXHOJIOTHH C YY€TOM CIEIU(PUKN aKaJeMUIECKOTO
U NpoeCcCHOHATBHOIO B3aWMOJCUCTBUS;, BECTH Oecely B pa3iIMYHbIX
CUTyallUsX JIeIOBOrO OOIICHHWs, BECTH JEJIOBYIO TIEPENHCKY Ha
AQHTJIMHACKOM  SI3BIKE; NPUMEHSTh  TOJY4YeHHbIE  3HAaHUS B
npoeCCUOHATBHON, HAay4YHO-HCCIIEAOBATEIbCKOM M APYrHMX BHIAX
JESITEIbHOCTH.

Buiaierb: METOMKON MEXIMYHOCTHOTO JEJIOBOTO OOILICHHUS HA PYCCKOM
U MHOCTPAHHOM S3bIKaX, ¢ IPUMEHEHUEM MPOPECCHOHATBHBIX SA3BIKOBBIX
dopM, cpeacTB M COBPEMEHHBIX KOMMYHHKATHBHBIX TEXHOJOTHUH;
CIIOCOOHOCTBIO MPUMEHSATH COBpEMEHHbBIE KOMMYHHUKATHBHbBIE
TEXHOJOTMM, B TOM UHCJIE€ HA MHOCTPAHHOM(bIX) s3bIKe(ax), i
aKaJIeMUYECKOro U Npo(eCCHOHATBHOTO B3aUMOICHCTBHSI.

OIIK-1

3HaTB:  TEOPETUYECKHME  OCHOBBI  IpPaMMaTUYECKOM  CHUCTEMBI
COBPEMEHHOI'0 AaHIJIMICKOrO S3bIKa, €€ CTPYKTYPbl; COYETAEMOCTHU
JIEKCUYECKUX €IUHUI]; OCHOBHBIE €UHUIIbI A3bIKA U PEYM U MpaBUiIa UX
(GYHKIMOHUPOBAaHUS; MOP(OJOTHIO W CHHTAaKCUC  COBPEMEHHOI'O
AHIIMICKOTO SI3BIKA.

YMeTb: TIpPUMEHATh NOJYYEHHblE 3HAHHUA B O00JacTH s3bIKa U
JUTEPATYpPhL; OIIpEeAEIATh 0COOEHHOCTH B3alMOCBS3H u
(GYHKIMOHUPOBAHUS €IUHMIl U CPEICTB 3TOM CHUCTEMBI; CO37aBaTh
KOMIIO3UIIMOHHO TPOAYMaHHOE, IPAaBWJIBHOE M BBIPA3UTEIbHOE B
CJIOBECHOM OTHOILIEHUM COOOIEHUE Ha 33JaHHYI0 TEMY, NPUMEHSTh
MIOJIyUEHHBIE 3HAHMS JJIS CO3KAHUS MEJATEKCTOB, MEIUANPOAYKTOB U
KOMMYHHKAIIMOHHBIX IIPOAYKTOB.

Baaners: HaBbikamMu OTOOpa JIEKCHYECKUX, TIpaMMAaTUYECKUX U
(OHETHUECKUX PECYpPCOB COBPEMEHHOI'O AaHIJIMHUCKOTO S3bIKAa C LEJbI0
MCIIOJIb30BAaHUSl UX B PEYEBONW M NMUCHMEHHOW JIESTEIbHOCTH; HAaBBIKAMU
JIEKCUKOJIOTHUECKOTO aHaJln3a TEKCTOB; IMpaBHJIaMH OTOOpa S3BIKOBBIX
CPEICTB C ydyeToM HuX cnenupukd u chepbl (YHKIMOHHPOBAHUS B
Hay4YHOM, O(UIUAIBHO-AEIOBOM, MYOIUIIMCTUYECKOM U APYIHX CTHIISX;
HaBbIKaMH, o0ecreynBaroIuMu 3P PEKTUBHOCTD pedeBon
KOMMYHHKAIIH.

1.4. Kpurepun onieHUBaHMs KOMIIETCHIMI HA Pa3HBIX 3Tanax ux (OpMUPOBAHHS

Bun Texymeit yue6HoM paboThl \ KonnuectBo 6anos
1 cemectp / 1 TpumecTp
TecToBbIi KOHTPOJIb (MOAYIIb) 10
Y4acTue B AMCKYCCHU HA CEMHHApE 60
3aueT (mucbMeHHas paboTa) 30
Uroro 100
HakonurtenbHasi cucremMa oneHuBanus mo 100-6a11bHoi# 1mKaJie

YerpipexOanibHaA 100- bBykBeHHas1 mIKaJIa, COOTBETCTBYIOLIAA Cucrema

cucrema 0aJUIbH 100-6ansbHOI mIKATE OlLleHUBAHH

OLICHUBAHUS ast |
IK3aMeHa HIKaJa 3ayera
OTan4HO 90-100 | A — OTIMYHO — TEOPETUUYECKOE COJECpPKAHUE
Kypca OCBOEHO TIOJHOCTBIO, 0€3 mpoOeIos;




HE00XO0/IMMbIE IPAKTUYECKHUE HABBIKA PaOOTHI
C OCBOCHHBIM MaTepuaioM c(HOpPMHpPOBAHEL;
BCE MIPETyCMOTPEHHBIC POrpaMMoit
oOydJeHHsT y4eOHbBIC 3aJlaHUs BBITOJHCHBI,
KQ4eCTBO HUX BBIIOJIHCHUS OLIEHCHO YHCIIOM
OayI0B, OJM3KUM K MAKCUMAJILHOMY

Xopowo

83-89

B — odeHp XOpomIO — TEOPETHUYECKOE
cofiep’KaHHe Kypca OCBOCHO IOJHOCTBIO, 0e3
npo6enoB;  HEOOXOAMMBIE  MPAKTHUYECKUE
HaBBIKM PaOOTHI C OCBOCHHBIM MaTE€pHalIoOM B
OCHOBHOM c(OpMHUPOBAHEI; BCE
IPEyCMOTPEHHBIE POTpaMMoOil  00ydeHHs
yueOHbIe 3a/JlaHUsl BBINOJHEHBI, Ka4yeCTBO
BBINIOJTHEHUSI OOJIBIIMHCTBA M3 HUX OICHEHO
qucJI0oM 0aioB, OJM3KUM K MAKCUMAJIbHOMY

Xopoltio

75-82

C — Xopomo — TEopeTHYecKoe CoAep KaHue
Kypca OCBOCHO TIOJHOCTBIO; HEKOTOPHIC
NPAaKTUYCCKHE HABBIKKM Pa0OThI ¢ OCBOCHHBIM
MaTepuaioM cHOopMHpPOBAHBI HEAOCTATOYHO;
BCE PEyCMOTPCHHBIC IPOTPaMMOi
0o0ydyeHus: y4uyeOHBIE 3aJaHUS BBIMOJHEHBI,
Ka4eCTBO BBINIOJIHEHUS! HU OJTHOTO W3 HUX HE
OIICHCHO MUHHUMAIIBHBIM YHCJIOM 0aJljioB,
HEKOTOpPhIC  BHJbI  3aJIaHU  BBIOJHCHBI
C oIMOKaMu

Y,Z[OBJ'IGTBOpI/ITeJ'IBHO

63-74

D — ynoBneTrBopUTEIBHO — TEOPETHUECKOE
CoJIepXKaHue JUCIUTUTUHBI OCBOCHO
YaCTUYHO, HO poOeIBI HE HOCSIT
CYIIIECTBEHHOTO XapakTepa; HeoOXOanMbIe
MPAKTUYECKHE HABBIKK PAa0OTHI C OCBOCHHBIM
MaTepuajioM B OCHOBHOM C(OpPMHUPOBaHBI;
OOJBIINHCTBO MPEAYCMOTPEHHBIX
mporpaMmMoil  oOydeHHs] Y4YeOHBIX 3aJaHUM
BBINIOJIHEHO, HEKOTOpbIE W3 BBINOJHEHHBIX
3aJIaHNM, COZIEpKaT OMMOKHI

YI[OBJ'IGTBOpI/ITeJ'IBHO

50-62

E — 1ocpencTBeHHO — TEOpPETHYECKOE
COJIEpKaHUE Kypca OCBOEHO YaCTHYHO;
HEKOTOpBbIE MPAKTHYECKHE HABBIKU PaOOTHI
He C()OPMUPOBAHBI, MHOT'HE
MPEeIyCMOTPEHHBIE TMPOTPaAaMMON  O0y4YEeHHUS
y4deOHbIE 3a/JaHHsl  HE BBIMIOJIHEHBI  JIHOO
KaueCTBO BBIMIOJIHEHUSI HEKOTOPBIX W3 HUX
OI[ECHCHO 4YHuCIOM 0OaioB, ONM3KUM K
MUHUMAJIBHOMY

3aureHo

3auteHo

Heynosnersopurens
HO

21-49

FX - HEYIOBJIETBOPUTEIILHO -
TEOPETUYECKOE CONEPKAHUE Kypca OCBOEHO
YaCTMUYHO,  HEOOXOJMMBbIE  MPaKTUYECKHE

HaBBIKU paboTsI HEe COPMUPOBAHEI,
OO0JIBIIMHCTBO MPELYCMOTPEHHBIX
nporpaMMoil  00ydeHHs] y4eOHBIX 3adaHMi
HE BBIIOJHEHO 100 Ka4eCcTBO

UX BBIIIOJHCHUSA OICHCHO YHCIOM 6aJ'IJ'IOB,

He 3auteno




6HI/I3KI/IM K MI/IHI/IMaHLHOMy; HpI/I
JIOTIOJTHUTEIILHON CaMOCTOSITEIBHOW paboTe
HaJ MaTepuaioM Kypca BO3MOIKHO
MOBBIIICHHE KaueCTBa BBIMOJHEHUS y4eOHBIX

3a/IaHUI
Heynosnersoputens | 0-20 | F — HEyOBIETBOPUTEIBHO — TEOPETHUECKOE
HO coJiepyKaHue Kypca HE OCBOEHO;
HE0OXOIUMBIE MMPAKTUYECKHE HABBIKH PAOOTHI
HEe COPMUPOBAHBI, BCE  BBINIOJIHCHHBIC

y4eOHbIe 3aJIaHUsI COJIEP)KAT TPyObIe OMINOKH,
JIOTIOJTHUTENIbHAS CaMOCTOsITeNIbHAsE  paboTa
HaJl  MaTepuajoM Kypca  He MPUBEACT
K KAKOMY-JIUOO  3HAYMMOMY  TOBBIIICHUIO
Ka4yecTBa BBIOJHEHHS YUEOHBIX 3aIaHUI

2. KOHTPOJIBHO-OHEHOYHBIE CPEJICTBA
2.1. TunoBbie KOHTPOJIbHBIE 3aJaHNsl U (WJIH) HHbIe MATEePHAJIbI, He00X0AUMBbIE /I
OLICHKH Pe3yJIbTATOB OCBOCHUSI 00Pa30BaTEJIbHOM MPOrpaMMbl

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. 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 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. I asked Martha ... the conference had gone | 6. I didn’t receive the ticket, so I rang the
well. travel agent to ask if they ... it.

a. what a. sent

b. did b. had sent

c. if c. have sent

d. that d. sends

2. The manager asked me ... . of the new 7. My boss was very supportive and ... me to
proposal. apply for the promotion.
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10.
11.

12.
13.
14.

15.
16.

a. what did I think a. refused

b. if I thought b. threatened

c. that I did think c. apologized

d. what I thought d. encouraged

3. At the meeting the shareholders asked how | 8. He apologized ... at the meeting late.

the company ... in the previous year. a. to arrive

a. did b. that he arrived

b. had done c. of arriving

c. have done d. for arriving

d. has done
9. It’s a nice car but [ wonder ... .

4. I couldn’t find Mile Arnoux, so I asked her | a. what it costs

secretary ... . b. what does it cost

a. was she there c. how much does it costs

b. where was she d. if it costs

c. where she was

d. where she was being 10. I rang to ask when they ..., but in fact they
had already relocated.

5. He rang to ask ... we were still interested in | a. are moving

the site or not. b. will move

a. whether c. shall move

b. when d. were moving

c. where

d. that

2.2. OueHo4YHbIe CPeACTBA I IPOMEKYTOYHOM aTTecTaluu (3a4er)
Bonpocwt k 3auemy no oucyunaune:
. CobOecenoBanue 1o OJTHOM U3 MIPEITOKEHHBIX TEM:
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.

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.

—




