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1. HACIIOPT ®OHJIA OLIEHOYHBIX CPEACTB

1.1. Ilepeyenpr kommeTeHuuii, GopmMupyeMbIX B MNpolecce OCBOCHUSA
OCHOBHOM 00pa30BaTe/IbHOI MPOrPaMMBbI

[Iponecc OCBOECHMS NUCLMILUIMHBI HANPaBJIEH HA OBJIAJICHHE CIEAYIOIMIMMU
KOMIIETEHIUSIMU:

YHuBepcaJIbHbIMHU:

- CIIOCOOHOCTHIO YMPABIATH MPOEKTOM HA BCEX ATalax ero >KU3HEHHOTO

nukia (YK-2)

- CIOCOOHOCTBIO MMPUMEHSTH COBPEMEHHBIE KOMMYHUKATUBHbBIEC TEXHOJIOTHH,
B TOM UYHCJI€ Ha UWHOCTpaHHOM(bIX) s3bIKe(ax), [Js AaKaJIeMUYECKOro U
npodeccruoHanbHOro B3aumoaeicTeus (YK-4).

1.2. Dranbl ¢opMUpOBaAHUA KOMIIETEHIIUI U CPeACTBA OLEHUBAHUS
YPOBHS UX ¢ OPMHPOBAHHOCTH

Jransl popmupoBanusa komnereHuuil | Komnerenunu KoHTpPOJILHO-01IeHOYHbIEe
cpeacTBa / cnocod
OlleHUBAHMS
2 cemecTp / 2 TpUMeCTP

Tema 1 2. YK-2, YK-4 BehIMoNHEHHE IPAKTHYECKUX

Higher education. 3a/IaHUM, YCTHBIA ONPOC

Education: debates and issues.

Tema 3 —4. BeimonHeHne pakTHYeCKHUX

Study and academic work. YK-2, YK-4 3aJaHui, YCTHBI OMPOC

Academic writing.

Tema 5 —7. VK-2, VYK-4 BblimosiHEeHHE IPaKTHYECKHX

Job interviews. Applying for a job. 3a7aHui, yCTHbIH OIPOC

Application Forms. Writing a
Curriculum Vitae and Covering Letter

At work: colleagues and routines.

Tema 8 — 12 VK-2, YK-4 BrInonHeHe npakTHYeCKUX
Cross-cultural communication on the 3a]aHHUH, yCTHEIH ONpPOC
telephone
Formal and Informal Language.

Key e-mail terminology and 'netiquette’
Structuring your message

Business correspondence

3auer VK-2, YK4 ITpomexyTouHast aTTecTanus

1.3. Onucanue nokaszarejei (popMUpPoOBaAHNSI KOMIIETEHIMH

Kona \ Ilanupyemblie pe3yabTaTbl 00y4eHus (IOKa3aTeJn)




KOMIICTCHIIUHA

YK-2

3HaTh: OCHOBHBIC IPUHUMUIIBI, 3aKOHOMEPHOCTM W METOJIbl YIIPABICHUS
IIPOEKTOM Ha BCEX 3Talax €ro *XM3HEHHOTo LUKJA; TPeOOBaHUS K IPOEKTaM U
UX PE3yJIbTaTa;

YMETb: ONpPENENATh LM M 3aJa4yd I[POEKTa; IUIaH peallu3alud U
COBEpIICHCTBOBAaHUS MPOEKTA; OPraHU30BbIBaTh U KOOPAUHUPOBATH paboTy U
B3aMMOJCHCTBUE  y4YaCTHUKOB  IIPOEKTHOM  KOMaHAbl,  IPEACTaBIATh
IIPOMEXYTOUHbIE W MTOTOBBI OTYETHI IO IPOEKTY; OLEHUBATh PUCKU U
pE3yJIbTaThl IPOEKTA;

BJIAJIETh: ONBITOM OpPraHU3alMU U YIIPAaBJICHUSA IIPOCKTOM Ha BCEX dTarax
€ro KU3HEHHOIO [IMKJIa

YK-4

3HATh: OCHOBBI YCTAHOBJICHHSI PAa3HBIX BHUJOB KOMMYHHKAIUU (YCTHOM,
MMUCbMEHHOM, JIeTTOBOM, MEKKYJIbTYPHOU, CETEBOM M JAp.) IPH PEIICHUH 3aa4
poecCHOHATLHON JEeATEIIbHOCTH, BHUIb KOMMYHHUKAIIMOHHBIX TEXHOJOTHH
JUIS aKaJIEMUYECKOro U MPO(ecCHOHATLHOTO B3aUMOICHCTBUS;

YMETh:  OCYHICCTBIIATh KOMMYHUKAIIMIO B  YCTHOW, IHCHMEHHOM,
runepMenna u jp. Gopmax; 0O00CHOBAaHHO BbIOMpaTh ONTUMAJIbHBIE CPEACTBA
KOMMYHHKAIIUM W KOMMYHUKAIIMOHHBIC TEXHOJIOTUM C YYE€TOM Crenu(puKu
aKaJeMHYeCKOro U Mpo¢eCCHOHATBHOIO B3aUMOICHCTBHS;

BIIQJICTh: HAaBBIKAMU MPHUMCHCHUS COBPEMEHHBIX KOMMYHHKAIIHOHHBIX
TEXHOJIOTHH, B TOM 4YHCJIE Ha WHOCTPAaHHOM(-bIX) s3bIKe(-ax), s
aKaJIeMHYECKOT0 U MPOGECCHOHATBHOTO B3aNMOICHCTBHS

1.4. Kpurepyu oOouneHUBaHHSA KOMIIETEHIMIi HAa Ppa3HbIX 3Tamax MXx

(¢popmupoBanus
Bun Texyueit yueOHOM paboThI \ KonnuectBo 6anos
2 cemectp / 2 TpUMeCTp
TecToBbIi KOHTPOJIb (MOAYIb) 10
VYyacTte B JUCKYCCHM HAa CEMUHape 60
3aueT (mucbMeHHas paboTa) 30
Htoro 100

HaxkonureanHas cucremMa oneHuBanud nmo 100-0aipH0 mkaJie

YeroipexdaiibHast 100- BykBeHHas1 mikaJia, COOTBETCTBYIOLIAsA Cucrema
CHCTEMA OLlCHUBAaHUA | 0aJIbH 100-6ansbHOI mIKATE OLlCHUBAHUSA
IK3aMeHa asi 3ayera
1KaJjia
OTan4HO 90-100 | A — OTIIMYHO — TEOPETUYECKOE COJECpIKAHUE

Kypca OCBOEHO TMOJHOCTHIO, 0e3 MpoOemnoBs;
HE0OXOUMBbIE MTPAKTUUYECKHE HABBIKH PAOOTHI
C OCBOCHHBIM MaTepuajoM c(HOpMHUPOBAHBL,
BCE PETyCMOTPECHHBIE MPOrpaMMOi
oOydeHuss y4yeOHBIE 3a/laHdsl BBINIOJHEHHI,
KA4eCTBO HX BBIMTOJHEHUS OIEHEHO YHCIIOM
0a/I0B, OIM3KIUM K MAaKCUMAJIBHOMY

Xopouio

83-89 |B — oueHp XOpoOmIO — TEOPETUYECKOE
coJiepKaHne Kypca OCBOEHO IMOJIHOCTBIO, 0€3
npoOesioB;  HEOOXOAWMBIE  TPAKTUUYCCKUE
HaBBbIKU pa6OTI:I C OCBOCHHBIM MaTcpuajioM B
OCHOBHOM c(OPMHPOBAHHI, BCE




MPEeyCMOTPEHHbIE MpOrpaMMol 00ydeHus
y4ueOHbIE 3aJaHusl BBINOJIHEHBI, Ka4eCTBO
BBIMIOJTHEHHS] OOJIBIIMHCTBA U3 HUX OLIEHEHO
YHCIIOM OaJUTIOB, OJM3KUM K MAKCHMAIILHOMY

Xopomuio

75-82

C — XOpoIIo — TEOPETHYECKOE COACpIKaHUE
Kypca OCBOEHO TOJHOCTBbIO; HEKOTOpPHIE
MPaKTUYECKHE HABBIKK PabOThI C OCBOCHHBIM
MaTepuaioM cHOpMHpPOBAHBI HEJOCTATOYHO;
BCE MIPEAYCMOTPEHHBIC IpOrpamMMoi
oOydeHuss y4eOHBIC 3a/laHusl BBIOJHEHEI,
Ka4yeCTBO BBINOJIHEHHS HU OJHOTO M3 HUX HE
OIICHCHO MHWHHUMAJIBHBIM YHUCIIOM 621HJIOB,
HEKOTOPbIC BHUJbI 3aJaHWH  BBIMOJHEHBI
C OIIMOKaMu

Y,Z[OBJ'IGTBOpI/ITeJ'IBHO

63-74

D — ynoBneTrBopuUTEIBHO — TEOPETHUECKOE
coJiep)KaHue JUCIUTUTUHBI OCBOCHO
YaCTUYHO, HO POOEBI HE HOCST
CYLIECTBEHHOI'O0 XapakTepa,; HeoOXOoIuMble
MPAKTUYECKHE HABBIKK PAOOTHI C OCBOCHHBIM
MaTepuajIoM B OCHOBHOM C(OPMHUPOBAHBI,
OOJIBIINHCTBO MPEeyCMOTPEHHBIX
mporpamMmoil  oOydeHusi Y4eOHBIX 3aJlaHUi
BBIMIOJTHEHO, HEKOTOpbI€ U3 BHITIOJHEHHBIX
3aJIaHui, COZepKaT OMMOKHI

YI[OBJ'IGTBOpI/ITeJ'IBHO

50-62

E — 1ocpenctBeHHO — TEOpPETHYECKOE
CO/IepXKaHUE Kypca OCBOEHO YacCTHUYHO;
HEKOTOphIe MPAKTHYECKHE HABBIKU PaOOTHI
He C()OPMUPOBAHBI, MHOT'HE
MPEeyCMOTPEHHBIE TMPOTPaMMOil  00y4YeHHUS
ydeOHbIe 3aJaHusl  HE BBINOJTHEHBI  JIMOO
KAueCTBO BBIMIOJIHEHUSI HEKOTOPBIX W3 HUX
OLICHEHO 4YHCJIOM OajuioB, OJH3KHM K
MUHUMAJIBHOMY

3auTeHo

HeynosnersopurensHo

21-49

FX — HEYJIOBJIETBOPUTEIIBHO —
TEOPETHYECKOE COJIep)KaHUE Kypca OCBOEHO
YaCTHYHO, HEOOXOJUMBIC  IMPAKTUYCCKHE
HaBBIKU paboTsI HE COPMUPOBAHEI,
OOJIBIIMHCTBO MIPETYCMOTPEHHBIX
nporpaMMoil  oOydeHHs] Y4eOHBIX 3aJaHHiA
HE BBIIOJHEHO 100 KayeCcTBO
HX BBIIOJIHEHHS OILEHEHO YHCIOM OallIoB,
OIM3KUM K MHHAMAJTbHOMY; npu
JOTIOTHUTETIFHOW CaMOCTOATEIbHOH paboTe
HaJ MaTepHUaIoM Kypca BO3MOKHO
MOBBIIIIEHHE KayecTBa BBITIOJTHEHHS YYEOHBIX
3aJaHui

HeynosnersopurensHo

0-20

F — HCYIAOBJICTBOPUTCIIBHO — TCOPETUYCCKOC

cofiepKaHne Kypca HE OCBOCHO;
HE00XO0/IMMBbIE IPAKTUYECKHE HABBIKH PabOThHI
He chOPMUPOBAHbI,  BCE  BBHINOJIHCHHBIC

yueOHbIe 3a/IaHusl CO/IepKaT TpyObIe OIIMOKH,
JIONOJHUTENbHAS CaMOCTOSITENbHAsT padoTa

He 3aureno




HaJ  MarepuaJoM  Kypca  He NpPUBEIET
K KAKOMY-JIUOO  3HAYMMOMY  TOBBIIICHUIO
KauyecTBa BBIIIOJIHEHUS y4eOHbIX 3a1aHui




2. KOHTPOJIBHO-OIIEHOYHBIE CPEJICTBA

2.1. TunoBble KOHTPOJIbHbIEe 3aJaHUsl M (MJM) HHbIE MaTepHuaJbl,
HeoOXoaMMble [IJII OLEHKH Ppe3yJbTaTOB OCBOEHUSI 00pa3oBaTebLHOI
NpoOrpaMMmbl

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. 1 also (11) acquired a good working knowledge of German. Since
January of this year, 1 (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? 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

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

. the conference had

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

o0 o

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

. that he arrived

of arriving

. for arriving

Ao o

. It’s a nice car but I 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. OneHOYHBbIE CpeCTBA JJIsl IPOMEKYTOYHOI aTTecTaluu (3a4eT)

BO”pOCbl K 3auemy no Oucuunﬂune:

1. CoGecenoBanue Mo OJAHON U3 MPEIOKEHHBIX TEM:

[E—
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=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 an
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 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.



