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1. MACITOPT ®OHJJA OHEHOYHBIX CPEJACTB

1.1. Ilepeyenb koMmeTeHuHMi, popMUpyeMbIX B Ipolecce 0CBOECHHS
OCHOBHOM 00pa30BaTe/IbHOM IPOTPaMMBbI
ITpouecc ocBoeHMsI TUCLUILIMHBL HAIIPABJIEH Ha OBJIA/ICHUE CIIETYOLIUMU

KOMITETEHIIASIMU:
YHuBepcaJbHbIMM:

- CIIOCOOHOCTBIO YIIPpaBJIATh IIPOCKTOM Ha BCCX JTAllaX €TI0 JKU3HCHHOI'O

nukna (YK-2)

- CIOCOOHOCTBIO MNP UMCHATH COBPp CMCHHBIC KOMMYHHUKATUBHBIC TCXHOJIOTHH,

B TOM 4YHUCJIE€ HAa HHOCTpAHHOM(BIX) s3bIke(ax), IJIsl aKaJeMHYE€CKOro H

np odeccuonanbHOro B3aumoieiicteus (YK-4).

1.2. DTranbl popMUpPOBaHMA KOMIETEHIIUI U CPeICTBA OLICHUBAHUS

YPOBHA X ¢(POPMHUPOBAHHOCTH

JTanbl (OPMHUPOBAHUS KOMIICTCHIIUH

KoMmnerenuun

KoHTpo/1bHO-0CHOYHBIE
cpeacTBa / cnocod
OLICHMBAHMS

2 cemecT

/ 2 TpuMecTp

Tema 1 — 2.
Higher education.
Education: debates and issues.

VYK-2, VK4

BrinmonHeHne TpakTHYECKUX
3aJ]aHUM, YCTHBIN OIIpocC

Tema 3 —4.
Study and academic work.
Academic writing.

YK-2, VK4

BrimonHenne npakTuyecKux
3aJlaHUM, YCTHBIN OTIPOC

Tema 5 —7.

Job interviews. Applying for a job.

Application Forms. Writing
Curriculum Vitae and Covering Letter

At work: colleagues and routines.

a

VK-2, VK4

BrinosiHeHHe NpakTUYECKUX
3aJlaHui, YCTHBIN OIIPOC

Tema 8 — 12
Cross-cultural communication on the
telephone
Formal and Informal Language.
Key e-mail terminology and 'netiquette’
Structuring your message
Business correspondence

VK-2, VK4

BrInonHeHHE TPaKTHYECKUX
3aJaHUM, YCTHBIM OTIPOC

3aueTr

VK-2, VK4

[IpomesxyTouHas aTrecTalys

1.3. Onucanne nokasareseil GOpMUPOBAHUS KOMIIETEHINH

Kon I[lnanupyembie pe3yJibTaThbl 00yueHus (MOKA3aTeJIN)

KOMIIETCHI U

YK-2 3HaTh: OCHOBHBIC NPHHIUIIBI, 3aKOHOMCPHOCTH MW MCTOAbI YIIPABJICHHS




IIPOEKTOM Ha BCEX ATallax €ro KM3HEHHOro LUKJIA; TPeOOBAHUS K IPOEKTaM U
UX Pe3yJIbTaTa;

YMETB. OIpENeNaTh LM W 3aJadd IPOEKTa; IUIAaH pealu3aluu U
COBEpPILECHCTBOBAHMS MPOEKTA; OPraHM30BbIBaTh U KOOPAUHHUPOBATH PabOTy U
B3aUMOJCMCTBHE  YYaCTHHUKOB  IIPOEKTHOM  KOMAaHJBI;  IIPEICTaBIATH
IIPOMEXKYTOYHBIE W HTOTOBBIM OTYETHI IO MPOEKTY; OLEHUBAaTh PHUCKU U
pe3yJbTaThl IIPOEKTA;

BJIAJICTh. OIBITOM OPTraHW3AllMM M YIPABICHMS IIPOEKTOM Ha BCEX dTaIlax
€ro KU3HEHHOI0 LINKJIa

YK-4 3HaTh: OCHOBBI YCTaHOBJICHMS DPa3HBIX BHUJOB KOMMYHHMKalUMH (YCTHOI,
MMUCHhMEHHOM, JI€JIOBOM, MEXKKYJIBTYPHOU, CETEBOM W Jp.) TIPU PEIICHUH 3a7a4
npodecCHOHANBHON JEATEIBHOCTH; BUIbl KOMMYHHUKAIIMOHHBIX TE€XHOJOTHM
IUISL aKaJIEMUUECKOTO U MPO(ecCHOHANBHOT 0 B3aUMOICHCTBUS;

YMETh. OCYLIECTBJIATH KOMMYHHKAlMIO B  YCTHOH, HHCbMEHHOMH,
runepmenua u ap. ¢popmax; 000CHOBAaHHO BBHIOMPATh ONTHUMAIbHBIE CPEICTBA
KOMMYHHMKAIIUd U KOMMYHHUKAI[MOHHBIE TEXHOJIOTUU C yYETOM CIenupuku
aKaJIeMH4eCcKOro U mpohecCuOHaILHOT0 B3aUMOICHCTBU S,

BJIaJIETh. HABBIKAMU NPUMEHEHHUS COBPEMEHHBIX KOMMYHHKAIIMOHHBIX
TEXHOJIOTUM, B TOM 4YHCJIE Ha HWHOCTPAHHOM(-bIX) s3bIKe(-ax), A
aKaJeMHYeCcKOro U MpohecCUOHATBFHOTO B3aUMOICHCTBUSI

1.4. Kpurepuu oOneHMBAHMS KOMIECTEHIIMA HAa PAa3HbIX JTanax mux
(¢popmupoBanus

Buj texymeit yue6HOH paboTh |  Kommuectso 6amos
2 cemecTp / 2 TpUMeECTp
TecToBbII KOHTPOIIb (MOYJIb) 10
VYyactue B TMCKYCCHU Ha CEMUHApe 60
3ader (mucbMEHHas paboTa) 30
Hroro 100

HaxonureabHas cucremMa oueHuBanus no 100-0a/u1bHo0M mIKaJje

YerpipexOaniabHast 100- bykBeHHas mkaJja, COOTBETCTBYIOLIAsA Cucrema
CHCTEeMa OLleHUBAHMA | 0aJLUIbH 100-6anabHoOI mKaje OLICHVBAHUS
IK3aMeHa ast 3a4era
HIKAJIa
OTanyHo 90-100 | A — OTIMYHO — TEOPETUYECKOE COACPKAHHE

Kypca OCBOCHO IOJHOCTBhIO, 0e3 mpoOesoB;
HEO0OXOIUMBIC MPAKTUYECKUE HABBIKHA PaOOTHI
C OCBOCHHBIM MaTepuajoM CHOPMHPOBAHBL;
BCC MPEIyCMOTPEHHBIE porpammon
oOydeHUs] ydeOHBbIC 3a/JaHUsI BBITIOJHEHBI,
KA4eCTBO HMX BBIMOJIHEHHS OI[EHEHO YHCIOM
6aI0B, OJIM3KUM K MAKCUMATbHOMY

Xoporo 83-89 | B — oueHb XOpOHIO — TEOPETHUYECKOE
CoJiep)KaHHUEe Kypca OCBOCHO TOJTHOCTHIO, Oe3
npoOenoB; HEOOXOOUMBIE  MPAKTUUYECKUE
HaBBIKU pa0OTHI C OCBOSHHBIM MaTepPHAIOM B
OCHOBHOM c(OpPMUPOBAHBI; BCE
MPEAyCMOTPEHHBIE TMPOTPaMMO  O0yUeHUS
y4eOHBIC 3aJaHUs BBIMTOJHEHBI, KadeCTBO
BBITIOJTHEHUSI OOJIBIIMHCTBA M3 HUX OLEHEHO
YU CJIOM OaJIIOB, OJIM3KUM K MAaKCHMAJIbHOMY 3auTeHo




Xopomwo

75-82

C — Xopomo — TeopeTH4ecKoe CoAepKaHue
Kypca OCBOCHO IIOJIHOCTBIO; HEKOTOpHIE
MPAKTHYECKNE HABBIKK PabOTHI ¢ OCBOCHHBIM
MaTepuaaoM CHOPMHUPOBAHBI HEAOCTATOYHO;
BCE MPETyCMOTPCHHBIC porpammon
0o0ydyeHUsT y4yeOHBbIC 3aJaHUs BBITIOJTHEHBI,
KaueCTBO BBHITIOJIHEHUSI HH OJTHOTO M3 HUX HE
OIICHEHO MHHHMAJIBHBIM YHCIIOM OaJlioB,
HEKOTOPbIE BHJbI 3aJIaHUW  BBITIOJHEHBI
C oImmOKamMu

Y 10BIETBOPUTENBHO

63-74

D — yIoBIETBOPUTENBHO — TEOPETHYECKOE
cozepKaHue JUCLUIITIUHBI OCBOEHO
YaCTU4YHO, HO HpOGCJIBI HE HOCAT
CYLIECTBEHHOI'O XapakTepa; HeoOXOAUMbIe
IPAKTHUYECKUE HABBIKK PabOThI ¢ OCBOEHHBIM
MaTepuajoM B OCHOBHOM C(OpPMHUPOBAHHI;
OOJIBIINHCTBO IPENyCMOTPEHHBIX
nporpaMmMoil  oO0ydeHus y4deOHBIX 3aJaHUi
BBITIIOJIHCHO, HCEKOTOPLIC K3 BBIITOJHCHHBIX
3alaHU i, coJiepkKaT OMIMOKU

Y I0BIETBOPUTENBHO

50-62

E — 1ocpeacTBEHHO — TEOPETUUYECKOE
colep)KaHWE Kypca OCBOEHO YacTHYHO;
HEKOTOpbIE MPAaKTUYECKHE HAaBBIKM PaOOTHI
He chopMUpPOBaHEI, MHOTHE
PEIyCMOTPEHHBIE TPOTPAMMOI  OO0yYeHHSI
yuyeOHble 33JlaHds  HE BBIIIOJIHEHBI  JTMOO0
KayeCTBO BBIMOJIHEHUSI HEKOTOPBIX M3 HUX
OLIEHEHO 4YHCJIIOM 0amioB, OJM3KHMM K
MHHUMAJIbHOMY

HeynosnerBopurensHo

21-49

FX — HEYJOBJIETBOPUTEIBHO —
TEOPETUUYECKOE COJIEPKAHUE Kypca OCBOEHO
YaCTUYHO; HEOOXOJUMBIE  IPAKTUUYECKUE
HAaBBIKH paboThI He c(hOpMUPOBaHBI;
OOJIBIINHCTBO PEeIyCMOTPEHHBIX
nporpaMmMoil oOydeHus y4eOHBIX 3aJaHUi
HE BBIIIOJIHEHO 160 Ka4yecTBO
UX BBIITOJIHEHUS OLIEHEHO YHCIOM OalljioB,
OIM3KUM K MUHUMAaJIbHOMY; npu
JIOTIOJITHUTEIPHOW CaMOCTOSITENIbHONW padoTe
Haj MaTepuagoM Kypca  BO3MOXHO
MOBBIIICHHE Ka4eCTBA BBIMOJIHEHUS yUeOH bIX
3aJaHuN

HeynosnerBopurensHo

0-20

F — HEYIOBJIICTBOPUTCIIBHO — TCOPECTHYCCKOC

cojiepKaHue Kypca HE OCBOCHO;
HEOOXOAMMBIE TTPAKTUYECKHE HAaBBIKH Pa0OThI
He chopMUPOBAHBI;  BCE  BBINOJHCHHBIC

yueOHBbI€ 3aJaHusl COJepkKaT rpyOble OIMOKH,
JIONIOJIHUTENbHAs CaMOCTOsATeNbHas pabora
HaJ  MarepuajoM Kypca  HE IPUBEIET
K KaKOMy-THM00 3HAaYUMOMY  IOBBILICHHIO
Ka4yecTBa BbIIOJHEHUS Y4eOHBIX 3a1aHU I

He 3aureno




2. KOHTPOJIbHO-OHEHOYHBIE CPEJICTBA

2.1. TunoBble KOHTPOJBbHBbIE 3aJaHUsA M (WIH) WHBIE MaTepPHAJbI,
He00X0AUMbIe [IJISI OIEHKH Pe3yJbTATOB OCBOEHHS 00pa30oBaTelbHOI
MporpamMMbI

1. Complete the letter of application. Put the verbs in brackets into the present
simple, present continuous, present perfect simple or continuous, orpast simple.
Choosethe 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 thisis why

I (8) havedecided 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 putsome 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 pasttwo yearshave worked as a manager for a local supermarket.
Due to personal reasons, [ 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 thatI 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 havea 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 youplease (3) send me information about the holidays
you offer in the United States? I am (4) particularly interested in (5) your
packageholidays 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 thata 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 well.

a. what

b. did

c. if

d. that

2. The manager askedme... . of thenew
proposal.

a. what did I think

b. if I thought

c. thatIdid 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. havedone

d. has done

4.1 couldn’tfind Mile Arnoux,sol
asked her secretary ... .

a. was shethere

b. where was she

c. where she was

d. where she was being

5. Herangto ask ... we were still
interested in the site or not.

a. whether

b. when

c. where

d. that

6. I didn’treceive the ticket, so I rang
the travel agent to ask if they ... 1it.

a. sent

b. had sent

c. havesent

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
. thathe arrived
of arriving
. for arriving

0o o 0

. It’s a nice car but I wonder ... .
. What it costs
. what does it cost
how much does it costs
. 1f it costs

0o o 0

10.Irangto ask when they ..., butin
fact they had already relocated.

a. aremoving

b. will move

c. shallmove

d. were moving




2.2. OueHOYHBbIE CPEACTBA /1151 IPOMEKYTOYHOM aTTecTalum (3a4eT)

Bonpocst k 3auemy no oucyuniaune:

1. CobeceqoBanme 1o OTHOM U3 TP €AJI0KEHHBIX TEM:

[E—

N =W

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 arebookinga call to Moscow.
. You areinviting 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 arecalling 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 youhavean interview at a famous computer company. Act as lawyer.

Startthe 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 resumeis.
16. Today you have an interview at a famous computer company. Act as an

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



