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1. HACIIOPT ®OHJA OHEHOYHBIX CPEJACTB

1.1. Ilepeyenb KoMmeTeHUMii, (pOpMHPYeMBIX B Ipolecce OCBOEHHS OCHOBHOI
o0pa3oBaTe/ibHOI NPOrpaMMbl

[Iporecc  ocBOeHMsSI  TUCUMIUIMHBI ~ HAMNpaBJ€H HAa  OBJAJACHHE  CIEIYIOIIMMHU
KOMIIETCHITUSMU:

Yuueepcanvnuix:

— Crioco0eH MPUMEHSTh COBPEMEHHbBIE KOMMYHHUKATHBHBIC TEXHOJIOTHH, B TOM YHCIIE Ha
WHOCTPaHHOM(BIX) S3bIKe(aX), IS aKaJIeMHUYECKOTO U MPOPECCHOHAIBLHOTO B3aWMOJICHCTBUS
(VK-4).

1.2. Dtansl ¢popMHpPOBAHUS KOMIETEHIHIl M CpelCTBAa OLEHUBAHHWS YPOBHA HX
chopMupOBaAHHOCTH

Jrtansl popmupoBanus komnereHuuii | Kommnerenuunn KoHTpo/1bHO-01IeHOYHBIEe
cpeacTsa / cnocod
OlleHUBAHUS
2 cemecTp
Unit 1. Introduction. Achievement tests. | YK-4 Mpe3eHTALMsI, TECT
Unit 2. My autobiography. Questionnaire aHKeTa, YCTHBIA OIPOC
Unit 3. Personality and character: | YK-4 BrinosnHeHne npakTuyecKux
positive and negative qualities 3aJlaHui, YCTHBIA OTIPOC, TECT

Unit 4. Social and Business Behavior:
Cultural Diversity.

Unit 5. Cramming for success: study and | YK-4 BrimoHeHNE TPAKTHIECKUX
academic work 3aJIaHUH, YCTHBIA OTIPOC, TECT
Unit 6. Career Plan

Unit 9-10. Creating a  strong  first | YK-4 BrinoHeHNE TPAKTHIECKUX
impression. Identifying key skills and 3aJIaHui, YCTHBIA OTIPOC, TECT
detailing education and qualifications CV (Curriculum Vitae)

Unit 11-12. Application Forms. Writing a
Curriculum Vitae and Covering Letter
3ayer YK-4 [IpomexxyTouHas arrecranus

1.3. Onucanue noxkasareJsieii popMupoBaHus KOMNIETEHIUH
Kon Ilnanupyemblie pe3yabTaTbl 00y4YeHus (MOKa3aTen)
KOMIETeHIUH
YK-4 3HaTh: MpueMieMble CTUIM OOILIeHUs; BepOalbHbIE M HeBepOalabHbIC
CpeICTBa B3aMMOJCHCTBUS C MapTHEpaMHu; MpaBuia U 3aKOHOMEPHOCTHU
JIMYHOM U JIeJI0BOM YCTHOM M MMCbMEHHON KOMMYHUKAIIMU, COBPEMEHHbBIE
KOMMYHUKATUBHBIE TEXHOJOTHMH HAa PYCCKOM U WHOCTPAaHHOM SI3bIKAX,
CYIIECTBYIOIINE npodeccuoHanbHbIe coo0iecTBa L
npodecCHOHANTBFHOTO B3aMMOJICHCTBUS; MPUEMBI H3T0KEHHS HAyYHBIX
MaTepuasoB; BUABI U OCOOCHHOCTH MHCHMEHHBIX TEKCTOB U YCTHBIX
BBICTYIUIGHW; TOHMMAaTh OOIIee COJep>KaHhue CIOXKHBIX TEKCTOB Ha
abCTpakTHbIe M KOHKPETHBIE TEMBbI, B TOM 4YHUCJE Y3KOCMeluaIbHbIe
TEKCTHI.
YMeTh: TNpUMEHSATh Ha TMPAKTUKE KOMMYHUKATHBHBIE TEXHOJOTHH,
METOJBl M CIOCOOBI JEJIOBOTO OOIIeHHs] IS aKaJeMHYecKoro u
MpoQecCUOHAIILHOTO B3aUMOJCHCTBUS;, OCYIIECTBISITh KOMMYHHKAITUIO B
YCTHOW, NHUChbMEHHOW, Tumepmeana u 1p. (opmax; 000CHOBAHHO
BBIOHPATH OTTUMAJIbHBIE CpencTBa KOMMYHUKAIINH u
KOMMYHHKAITMOHHBIE TEXHOJIOTHH C YYETOM CeNU(DUKHN aKaJeMHUYeCKOTO




U MpodeccHOHANLHOTO B3aUMOJCHCTBHUS; BECTH Oeceday B Pa3IUYHBIX
CHUTyallUsiX JEJOBOrO OOIICHMs, BECTH JICJOBYIO TEpPENHCKYy Ha
AQHTJIMHCKOM  S3bIK€;  IPUMEHATHh  IIOJIy4EHHbIE  3HaHUS B
npodeccHoOHaNBHON, HAy4YHO-HCCIENOBATEIbCKOW M JIPYrUX BHJAAX
JESITEIbHOCTH.

Baagers: METOAMKON MEXIMYHOCTHOIO JEJIOBOTO OOLICHUS Ha PYCCKOM
¥ WHOCTPAHHOM SI3bIKaX, C MPUMEHEHHEM IPO(PECCHOHATBHBIX SI3BIKOBBIX
¢dopM, CpeACTB M COBPEMEHHBIX KOMMYHHKATHBHBIX TEXHOJIOTHIA;
CIIOCOOHOCTBIO MIPUMEHSTD COBPEMEHHBIE KOMMYHUKATHBHbIE
TE€XHOJOIMH, B TOM YHCIE€ HA MHOCTPAHHOM(BIX) s3bIKE(ax), MJIs
aKaJICMUYECKOTO U MPO(ECCHOHAIBHOTO B3aMOICHCTBYSL.

1.4. Kpurepun onieHUBaHHMs KOMIIETEHIIMH HA Pa3HbIX 3Tanax ux GopMupoBaHus

Bun Texyueit yue6Hoi paboThl \ KomanuectBo 0anos
1 cemectp
TecToBbIil KOHTPOJIb (MOYJIb) 10
VYyactue B JUCKYCCUU HA CEMHHApe 60
3aueT (mMcbMeHHas paboTa) 30
Uroro 100
HakonurenbHas cucrema oueHuBanus mo 100-0a/1bHOM 1mIKaJge
Yerbipexda/uibHas 100- BykBeHHas 1mIKaJia, COOTBETCTBYIOLIASA Cucrema
CHCTEMA OLICHUBAHUA | 0aJILH 100-0anabHOM HIKAJIE OLICHUBAHH
JK3aMeHa ast |
KaJjia 3a4eTa

90-100 | A — OTIMYHO — TEOPETUUYECKOE COJEpIKAHUE
Kypca OCBOEHO TIOJHOCTBIO, 0€3 MpoOeInos;
HEOOXOAMMBIC MPAKTHYECKUE HABBIKH PaOOTHI
C OCBOCHHBIM MaTepHuajoM C(HOPMHUPOBAHEI;
BCE peayCMOTPEHHBIC IPOTPaMMOii
oOydyeHuss y4eOHBbIC 3aJlaHWsl BBITIOJHEHBI,
Ka4eCTBO WX BBIMOJHEHHS OIICHEHO YHCIIOM
OaysI0B, OJIM3KUM K MAaKCUMAJIBHOMY

83-89 |B - ouenr xopomo — TeopeTHYECKOe | 3auTeHO
coJIep’KaHue Kypca OCBOEHO MOJHOCTBIO, 0e3
npoOenoB;  HEOOXOAMMBIE  MPAKTHYECKHE
HaBBIKM PabOTHl C OCBOCHHBIM MaTE€pPHaIOM B
OCHOBHOM copMUpPOBaAHBL; BCE
IPETyCMOTPEHHBIE MPOTPaMMOl  0Oy4YeHUs
ydeOHbIE 3a/JaHHs  BBINOJIHEHBI, Ka4eCTBO
BBITIOJTHEHUSI OOJIBIIMHCTBA M3 HUX OLCHEHO
YHCIOM 0aJUI0B, OJIM3KUM K MAaKCHMAJIbHOMY

75-82 | C — XOpomo — TEOPETUYECKOE COAEp:KaHUE
Kypca OCBOCHO TMOJIHOCThIO; HEKOTOpBIE
MPAaKTHYECKHUE HABBIKK PabOTHI C OCBOCHHBIM
MaTepuaioM cHopMHpPOBaHBI HEAOCTATOYHO;
BCE PeTyCMOTPEHHBIE POrpaMMoit
oOyueHus: y4eOHbIE 3a/laHUsl BBITIOJHEHBI,
Ka4ecTBO BBITIOJTHEHUS HU OJHOTO W3 HUX HE
OIICHEHO MUHUMAIIbHBIM YHCJIOM OaJioB,
HEKOTOpBIE€ BUIBl 33JaHUN  BBIIOJHEHBI
C oluOKamMu




Y 10BIETBOPUTEIILHO

63-74

D — ynoBIETBOPUTENBHO — TEOPETHUECKOE
coJiepKaHue TV CLUTITAHBI OCBOCHO
YaCTUYHO, HO pooebI HE HOCSIT
CYILIECTBEHHOI'O XapakTepa; HEeoOXOoIuMble
NPAaKTUYECKUE HABBIKM PabOTHI C OCBOCHHBIM
MaTepHajioM B OCHOBHOM C(OpPMHPOBAHEI;
OO0JIBIINHCTBO MPEYCMOTPEHHBIX
nporpaMMoii 00ydeHHs Y4YeOHBIX 3aJaHHH
BBITIOJIHEHO, HEKOTOPbIE W3 BBIOJHEHHBIX
3aJJaHNM, COAEPIKAT OMIMOKU

Y 10BIETBOPUTEIBHO

50-62

E - nmocpenctBeHHO — TEOpETUYECKOE
COJIepKaHWe Kypca OCBOEHO YacCTHUYHO,
HEKOTOPHIC TPAKTUYECKUE HABBIKU PaOOTHI
He c(hOPMUPOBAHBI, MHOTHE
MPEIYCMOTPEHHBIE TMPOTPAMMON  OO0YJYECHUS
ydyeOHbIE 3a/JaHHsl  HE BBINOJHEHBI  JINOO
KaueCTBO BBITIOJHEHUS! HEKOTOPBIX W3 HUX
OLIECHEHO 4YHCJIOM 0OaioB, OJU3KUM K
MHUHUMATbHOMY

3aureHo

HeynosnerBopurensHo

21-49

FX — HEYJIOBJIETBOPUTEITHHO —
TEOPETHYECKOE COJIep)KaHUE Kypca OCBOCHO
YaCTUYHO,  HEOOXOJIMMBIE  MPAKTHUUECKHE
HaBBIKH paboThI He C(OPMUPOBAHBI;
OOJBIIMHCTBO MPEAYCMOTPEHHBIX
nporpaMMoii  oOydeHus Y4YeOHBIX 3aJaHui
HE BBITTOJHEHO h19%(s10) Ka4yeCTBO
HX BBIIIOJHEHHUS OIIEHEHO YHCJIOM OaJlIoB,
OMU3KUM K MUHUMAJIbHOMY; pu
JOTIOJTHUTEIILHON CaMOCTOSITENIbHONW paboTe
HaJ MaTepuaaoM Kypca BO3MOKHO
MOBBIIICHHE KaueCTBa BBHITIOJHEHUS yIEOHBIX
3aJaHuN

HeynoBnerBopuTenbsHo

0-20

F - HEYAOBJICTBOPUTECIBHO — TCOPETUYCCKOC

COACpIKAaHUC KypcCa HE OCBOCHO,
H606XO,Z[I/IMBIC MMPAKTUYICCKUC HABBIKH pa6OTBI
HE C(i)OpMI/IpOBaHLI; BCC BBIINIOJIHCHHBIC

yueOHbIe 3a/1aHus COJIePKAT rpyOble OMIMOKH,
JIOTIOJTHUTEIbHAS CaMOCTOSATEIbHAs paboTa
HaJl  MarepuajoM  Kypca  HE MPUBEICT
K KAKOMY-JIM0OO ~ 3HaYMMOMY  TTOBBIIICHUIO
Ka4yeCTBa BBIIOJHEHHS YICOHBIX 3a/IaHUI

He 3aureno




2. KOHTPOJIBHO-OIIEHOYHBIE CPEJICTBA

2.1. TunoBbie KOHTPOJIbHbIE 32/IaHNUS U (WJIM) HHbIE MATEPHUAIbI, HEO0X0IUMbIE ISl
OIIeHKH Pe3yJbTATOB OCBOECHHS 00pa30BaTeJIbLHON 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, 1 (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, I 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? 1 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.
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 /151 MPOMEKYTOYHON aTTecTalum (3a4eT)
Bonpocul k 3auemy no oucyunaune:
1. CobecenoBanue 1Mo OJTHOM U3 MPEATIOKEHHBIX TEM:
You are meeting foreigners for the first time.
2. Today you have an interview at a famous computer company. Act as a receptionist. Start
the interview with a representative of the company.

—_—

3. You are booking a call to Moscow.

4. You are inviting your foreign partner to a restaurant.

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

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

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

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

0. You are calling to a company to find the address of a person.

10. You have got a wrong number. Make your excuses.

1. 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 is.

16. Today you have an interview at a famous computer company. Act as an accountant. Start

the interview with a representative of the company.



