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1. HACITIOPT ®OHJAA OIIEHOYHbIX CPEACTB

1.1. O61acTh NPUMEHEHHA

®onpx  ouneHouHbix cpenacts (POC) — HeorbemiieMas YacTh paboyeit
IporpaMMbl  TUCHUIUIMHBL «VHOCTpaHHBI s3bIK B cepe mpodeccuoHambHOMI
KOMMYHUKAIIUM» M TPEJHA3HAYEH JUIsl KOHTPOJS M OLEHKUM 00pa3oBaTENbHBIX
JOCTH>KEHHM CTYZ€HTOB, OCBOMBILIUX MPOrPAMMY AUCIUIUIHHBI.

1.2. Heaun u 3aqa4u (pOHAA OLIEHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKU OOYUYaIOIIETOCS
tpeboBanusim  DPI'OC  BO wmaructparypa MO  HampaBlI€HUIO  MOJATOTOBKH
46.04.02 JoxyMEeHTOBEICHE W  apXWBOBEACHHE, YTBEPKICHHBIM  IPUKA30M
MunucrepcTBa Hayku U Bbicliero oOpasoBaHus Poccuiickoit  ®enepanuu
ot 29 okTsa0pss  2020r. Ne 1345 (¢ U3MEHEHHUSIMH M JIOTIOJHCHUSMH);
[IpodeccroHanbbiM  cTaHIapTOM  «CHENMAIMCT 10 OPTaHU3aAlMOHHOMY U
JIOKYMEHTAITMOHHOMY OOECIEUYCHHUIO YIPABJICHUS OPTaHU3alME», YTBEPKICHHBIM
[Ipukazom MuHHCTEpPCTBA TpyAa U COUMAIBHOM 3amuThl Poccuiickoit Deneparuu
«O0 yTBepxaeHUU npodeccuoHanpHoro crangapTa» ot 15 utons 2020 r. Ne 333H;
[IpodeccronanbubiM  cTaHgapTOM «CHEIUaIuCT IO YIOPaBICHUIO JOKYMEHTAMH
OopraHuszanum», yTBepxkAcHHbIM [Ipnkazom MuHucrepcTBa Tpyla W COLMAIBHOU
3amuThl  Poccuiickoit  ®enepauun  «O0  yTBEpKIECHHH MNPOPECCHOHAIBHOIO
ctangaptay ot 27 anpens 2023 r. Ne 4214,

1.3. IlepeyeHn koMmeTeHIUil, (OpMUpPYEeMBIX B Mpolecce OCBOEHUs
OCHOBHOI1 00pa30BaTe/IbHOI MPOrpaMMBbI

[Ipotiecc ocBoeHUsT AUCIUIUIMHBI HaNpaBJIeH HAa (DOPMUPOBAHHE CIEAYIOIINX
KOMITETCHIIUN U WHJIUKATOPOB UX JOCTHUKEHUS

Koa mo ®I'OC BO ‘ NHaukaTop 10CTHKEHHUS
YHuBepcajibHbIe
VK-4.1. IlpencraBnser pe3yabTaTbl akageMHUYEeCKOH U
VK-4 Cnocobex OPUMEHSTH | MPO(ECCUOHALHONW ~ JIEATENIbHOCTH  Ha  Pa3IMYHBIX

COBpEMEHHbIE  KOMMYHHUKATUBHBIE | HAYYHBIX MEPONPUSATHUSAX, BKIIIOUAs MEXTyHAPOIHbIE
TEXHOJIIOTUM, B TOM uuciae Ha | YK-4.2. Bnageer »aHpamMH MUCBMEHHOM U  YCTHOM
MHOCTpaHHOM(BIX) s3bIKe(ax), JUIsl | KOMMYHUKAIIMM B aKaJleMU4ecKod cdepe, B TOM YHCIe B

aKaJIeMHUYECKOT0 U | YCIOBUSX MEKKYJIBTYPHOTO B3aUMOACHCTBHS
poeCCHOHAIBHOTO YK-4.3. VYmeer WuCHOIB30BaTh CETh HWHTEPHET H
B3aMMOJICHCTBUS COLIMaTbHBIC CETH B MpoIlecce yueOHO! U

1 aKaJIeMHIeCKOi MpoheCcCHOHATHHOM KOMMYHUKAITUH

1.4. Dranbl dopmMupoBaHHsT KOMIETEHUHH M CpeACTBAa OlLEHUMBAHUA
YPOBHS uX c)OPMHPOBAHHOCTH

KoHTpO/ILHO-011eHOYHbIE

Jranbl popMupoBaHus komnereHuuii | Komnerenuuu
cpeacTBa / cnocod ONeHUBAHUSA

Unit 1 Introduction. Achievement Tests | YK-4 [Tpe3enTanmsi, TeCcT
Unit 2 My Autobiography. Questionnaire aHKeTa, YCTHBIN OIpoc




Unit 3 Personality and Character: | YK-4
Positive and Negative Qualities

Unit 4 Social and Business Behavior:
Cultural Diversity

BrinonHeHne NpakTH4ecKux
3a/IaHM, YCTHBINM OIIPOC, TECT

Unit 5 Cramming for Success: Study and | YK-4
Academic Work
Unit 6 Career Plan

BrinonHenne npakTH4ecKux
3a/IaHM, YCTHBIN OIIPOC, TECT

Unit 9-10 Creating a Strong First | YK-4
Impression. Identifying Key Skills and
Detailing Education and Qualifications
Unit 11-12 Application Forms. Writing a
Curriculum Vitae and Covering Letter

BrlnonHenne npakTH4ecKux
3aJlaHui, YCTHBIN OMPOC, TECT
CV (Curriculum Vitae)

Tekymas arrecTanus VK-4

KonTponbnas pabora

IIpomeskyTOUYHAS aTTeCTALMS YK-4

3auer

1.5. Onucanue nokasaresed (pOPMHUPOBAHUSA KOMIIETECHIMMT

Koa xomMnereHumnun

Pe3yabTaThl ¢)OPMHPOBAHHOCTH

VK-4 3HaeT: KaHpbl MUCbMEHHONW U YCTHOM KOMMYHHUKAIlUU B aKaJeMUYE€CKON

MEXIYHAPOIHBIE.

B IpoIiecce y4eOHOM U

U aKaJeMHUYECKOH HpO(i)eCCHOHaHBHOIZ KOMMYHUKAIIUH.

cdepe, B TOM YHUCIIE B YCIOBUSAX MEXKKYJIBTYPHOTO B3aUMOACUCTBHUS.
YMeeT: npencTaBiIsaTh Pe3yabTaThl aKaIeMUYECKON 1 TPO(eCcCUOHATIbHON
JEATEIbHOCTH Ha paA3IMYHBIX HAYYHBIX MEPONPHUATHUAX, BKIHOYAsS

Bnaneer: HaBbIKaMU HUCIIOJIL30BaHUS CETH HHTCPHET U COLIMAJIbHBIX ceTent

1.6. Kpurepuu oueHUBAHMSI KOMIIETEHUMHA HAa Pa3HbIX IJTanax HUx

(¢popMupoBanus
KosaunyecTBo
Bup yueoHoii padoThl 0aJi10B
(01010 0-390 300
[TpakTHdeckue 3aHATHS 10 - 10
TecToBBIi KOHTPOJIb (MOYIIb) 60 - 60
3ayer (ycTHas pabora) 30 - 30
Bcero 100
HakonurenbHas cucremMa oueHuBaHusd no 100-0anabHoi mikasae
YeroipexOa/iibHASA Cucrema
100-pannpHas BykBeHHas mIKaJIa, COOTBETCTBYIOLIAS
cucTeMa OLlEHUBAHUS . OlleHMBAHUS
KaJja 100-6anabHOI mKaje
JK3aMeHa 3ayera
OTnuaHO 90-100 A — OTIIMYHO — TEOPETUYECKOE COJEpKaHue
Kypca OCBOEHO IIOJHOCTBhIO, 0e3 mpoOeros;
HEOOXOIMMBIE NTPAKTHYECKHE HABBIKU PabOTHI
C OCBOCHHBIM MaTepHaioM C(HOPMHUPOBAHbI;
BCE MpeyCMOTPEHHBIE HpOrpaMMoit 3aureHo
o0ydeHns ydeOHbIC 3aJaHUs BBIOJIHCHBI,
KAueCcTBO MX BBIMOJHEHHS OLECHEHO YHCIIOM
0ayuIoB, OJIM3KUM K MAKCUMAITbHOMY
Xopo1io 83-89 B - oueHb XOpomo — TEOPETHYECKOE




COJIep)KaHHe Kypca OCBOEHO IIOJHOCTBIO, 0e3
mpoOeNioB;  HEOOXOAMMBIE  NPAKTHYECKHE
HaBBIKK pabOTBl C OCBOCHHBIM MaTepuaioM B
OCHOBHOM c(opMHUpOBaHbI; BCE
MPEyCMOTPEHHBIE MPOrpaMMoll  00ydIeHUs
yueOHbIE 3aJaHUsl BBIMOJHEHBI, Ka4eCTBO
BBINIOJIHEHHST OOJIBLIMHCTBA M3 HUX OIICHEHO
YHCIIOM 0aJIOB, OJM3KUM K MAKCHMAILHOMY

Xopowo

75-82

C — XOpoIlI0 — TEOPETUYECKOE COJCPIKAHHE
Kypca OCBOCHO TMOJIHOCTHIO; HEKOTOPHIE
MPAaKTUYCCKUE HABBIKK PaOOTHI ¢ OCBOCHHBIM
MaTepuajoM C(HOPMHPOBAHBI HEIOCTATOYHO;
BCE MPEyCMOTPECHHBIC porpamMmoit
0o0yueHHs y4YeOHBIC 3aJaHHs BBIMOJHCHBI,
Ka4yeCTBO BBHIIIOJIHEHHMSA HHM OJHOIO M3 HUX HE
OLIEHEHO MHUHUMAJILHBIM 4YHCIOM OajlioB,
HEKOTOPbIC BHUJbI 3aJaHUI BBIMOJHEHBI C
OIINOKaMHU

Y,I[OBJ'IGTBOpI/ITCJ'ILHO

63-74

D — yIOBIETBOPUTEIBHO — TEOPETHICCKOE
COJIepIKaHUEe Kypca OCBOEHO YaCTHYHO, HO
npobenbl  HE  HOCSAT  CYHIECTBEHHOTO
XapakTepa, HEOOXOIMMBbIC  MPAKTHYCCKUE
HaBBIKH PabOThI C OCBOCHHBIM MaTepHajoM B
OCHOBHOM  c(hopMHUpOBaHbI;  OOJBIIHHCTBO
MPEIYCMOTPEHHBIX MPOTPaMMOM  OOyYEHUs
y4eOHBIX 3aJaHUil BHIMOJIHEHO, HEKOTOPHIC U3
BBITTOJTHEHHBIX 3aJJaHUH COJIePIKAT OMIMOKU

Y,I[OBJ'IGTBOpI/ITCJ'ILHO

50-62

E - nmoCpencTBeHHO — TEOpEeTHYEcKoe
COIep)KaHWE Kypca OCBOCHO YacCTHUYHO;
HEKOTOpbIE NMPAaKTHYECKHE HABBIKU PaOOTHI He
c(OpMHPOBaHBI, MHOTHE HPEIYCMOTPEHHBIC
y49eO0HOH mporpamMmMmon oOy4YeHHs ydeOHBIC
3aJlaHMsl HE BBIIOJHEHBl JHOO KayecTBO
BBITIOJITHEHHBIX HEKOTOPBIX M3 HHUX OIIEHEHO
YHCIIOM 0aJIJIOB, OJIM3KUM K MUHUMAJIBHOMY

HeynosnerBopuresnbsHo

21-49

FX — Hey1OBIETBOPUTENBEHO — TEOPETUIECKOE
COJIepXKaHWE Kypca OCBOCHO YacTUYHO;
HEOOXO0/IMMbIe NPAKTHYECKUE HABBIKK PaOOTHI
c OCBOCHHBIM MaTepHaiIoM HE
c(hOpMHUPOBAHEI, OONBIIMHCTBO
MPEAYCMOTPEHHBIX ~ Y4eOHOH  Iporpammoit
o0ydeHust y4eOHBIX 3aJaHUi HE BBIIIOJIHEHO
T00 KauyecTBO WX BBINOJHEHHS OICHEHO
qucIIoM 0aJuIoB, OJIM3KMM K MHUHHUMAaJIbHOMY;
OpU  JOHONHUTENIBHO  CaMOCTOSTENbHON
pabore Hag MaTepualoM Kypca BO3MOXKHO
TIOBBIIICHUE KAa4YC€CTBA BBINTOJIHCHUSA y‘I€6HI:.IX
3aJaHUN

HeynosnerBoputesbHo

0-20

F — HeymOBIETBOPUTEIBLHO — TEOPETUUECKOE
coziepKaHue Kypca He OCBOCHO;
HEOOXOIMMBIE MTPAKTHYECKHE HABBIKU PabOTHI
He c(hOpPMHPOBAHBI, BCE  BBINOJHEHHbIE
yueOHBbIe 33/1aHUs COJiepKaT IpyOble OIMOKY;
JIOTIOJIHUTENbHAsL CaMOCTOsITeNIbHAsT  paboTta
HaJl MaTepuajoM Kypca He TpHBEIET K
KakoMy-muOO  3HauYMMOMY  IIOBBIIICHHUIO
Ka4yecTBa BBIIIOJIHEHHUS YUE€OHBIX 3aaHUH

He 3auteno




2. KOHTPOJIBHO-OIEHOYHBIE CPEJICTBA

2.1. OueHo4YHBbIE CPEACTBA TEKYLIEr0o KOHTPOJISA
Task 1. Choose the proper word to make the sentence complete

1. We have to hand ina ____ at the end of the course. It can consist of up to five
different pieces of work.

a) assignment b) essay ¢) portfolio d) dissertation

2. The teacher gave us the title of this week’s  today. We have to write
1,000 words on the topic of ‘If I ruled the world’ and hand it in next Monday.

a) essay b) project c) thesis d) composition

3. At the end of this course, you have to do a 5,000-word ___ which will be
assessed, and the grade will contribute to your final degree.

a) thesis b) project ¢) assignment d) essay

4. I think I’ll do a study of people’s personal banking habits for my MSc It
has to be about 12,000 words.

a) dissertation b) composition C) essay d) project
5. ’ve chosen to do the  instead of the two exams, because I like to do one
single piece of work where | can research something that interests me personally.
a) project b) portfolio C) assignment d) thesis
6. The conference proceedings will be published in a research .
a) journal b) magazine c) article d) paper
7. This research __ covers the use of the new device.
a) journal b) magazine c) article d) course
8. During a job interview, you have to answer several common .
a) answers b) questions c) candidates d) companies
9. A job interview enables the employer to learn a lot aboutan .
a) aspirant b) applicant c) candidate d) student
10. 1 from the University two years ago.
a) graduated b) finished c) studied d) learnt

Task 2. Complete the personal statements using the appropriate phrases in the box.

experience in; well-organised;  full-time professional; confidently and
effectively; proven ability;

Professional, [[1]] individual. Communicates [[2]] at all levels; demonstrates
initiative and confidentiality both independently and within a team environment.

Enthusiastic PA with three years’ [[3]] experience. Excellent written and oral
communication skills have enabled me to establish a strong network of professional
contacts in your area [[4]] to meet deadlines and prioritise whilst maintaining
consistently high standards. Substantial [[5]] organising meetings and conferences
gained whilst providing PA and secretarial service to main board director.

Task 3. Topics for discussion
1. You are meeting foreigners for the first time.




N

Today you have a job interview. Act as an applicant. Start the interview with a
representative of your skills.

You are booking a call to Moscow.

You are inviting your foreign partner to a restaurant.

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

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.

. You are telling your friend about your native city.

O Tell your employer about your professional background.

Tell your friend what an excellent resume is.

ook ow

2.2. OnleHOYHBIE CPEACTBA JJIS IPOMEKYTOUHOM aTTECTALMH

YcTHDBIE TEMBI:
1. You are meeting foreigners for the first time.
2. Today you have a job interview. Act as an applicant. Start the interview with a
representative of your skills.
3. You are booking a call to Moscow.
4.You are inviting your foreign partner to a restaurant.
5. Can you discuss the impact of food choices on personal health and sustainability?
6. Can you describe a favorite dish from a different cuisine that you’ve tried?
7. How does food advertising influence our food choices and preferences?
8. Do you enjoy experimenting with new flavors and cooking techniques? Why?
9. You are calling to a company and looking for a person.
10. Tell your colleague about the main principles of being the participant of the scientific
conference.
11. You are calling to a company to find the address of a person.
12. You have got a wrong number. Make your excuses.
13. What are the benefits of traveling for personal growth and broadening one’s
perspective?
14. Do you prefer traveling alone or with a group of people? Why?
15. What is the impact of technology on the travel industry, such as online bookings and
travel apps?
16. How does travel contribute to local economies and the tourism industry?
17. What sort of people makes the best language learners?
18. Should everyone learn at least one foreign language?
19. What languages should be taught in school and why?
20. How has learning English influenced your life or career goals?
21. What skills do you think are important for success in the modern workplace?
22. Have you ever considered starting your own business? If yes, what kind of business
would you like to have?
23. What do you want to learn in order to be successful in your future career?
24. Do you have any hobbies or interests that could turn into a profession?



25. Can you discuss the cultural significance and meaning of holidays in different
societies?

26. You are telling your friend about your native city

27. Tell your employer about your professional background.

28. Tell your friend what an excellent resume is.

29. What is your opinion on the importance of higher education?

30. How do you typically prepare for exams or tests?

31. What do you think is the most challenging aspect of being a student?

32. How do you balance studying in the university with your personal life?

TeopeTuyeckue BONpPOCHI:
33. Bpewms Present Simple. O6pa3oBanue yTBepANTEIBHBIX MPEAIoxKeHu. [I[pumepsi.
34. Bpems Present Simple. OOpa3zoBanue BOIPOCUTEIBHBIX W OTPHUIATEIHHBIX
npeaoxeHuii. [Ipumepsr.
35. Bpemss Past Simple. OO6pa3oBaHue YTBEpAUTCIBHBIX, OTPHIATEIBHBIX U
BOIPOCUTENBHBIX NpeioxkeHuid. [Ipumepsi.
36. Bpemss Future Simple. O6pa3oBaHue yTBEpAMTEIBHBIX, OTPUIATCIBHBIX U
BOIPOCUTENBHBIX NpeioxkeHui. [Ipumepsr.
37. JInunble, npuTsHKaTEIbHBIE MECTOUMEHUS. [IpuMepsl.
38. Yka3zaTenbHble U BO3BpaTHbIe MecTouMeHuUs. [Ipumepsi.
39. ApTUKIb Kak MPU3HAK CYHIeCTBUTENbHOT0. OCHOBHBIC MpaBWiIa YHMOTPEOICHUS
aptukien. [Ipumepsr.
40. OcuoBHble Gopmbl rnarona. [Ipumepsr.
41. Bpems Present Continuous. O0pa3zoBaHHe yTBEPAUTENIBHBIX, OTPULATCIBHBIX H
BOIIPOCUTEIIBHBIX NpeiokeHui. [Ipumepsl.
42. Bpemsi Past Continuous. OO0pa3oBaHHe YTBEpIAMTEIbHBIX, OTPHUIATEIBHBIX W
BOIIPOCUTENBHBIX MPEAJIOKeHUN. [Ipumepsl.
43. Bpems Future Continuous. O6pa3oBaHHe YTBEPAWTEIbHBIX, OTPHIATEIBHBIX H
BOIIPOCUTENBHBIX MPeIoKeHU. [Ipumepsl.
44.Tnaron «t0 have» B HacrosmeM, NOpOIIEAIIEM K OyIylmieM BPEMEHH, B
BOIPOCHUTENIbHBIX U OTPULIATEIBHBIX NMpeaoxkeHusix. [Ipumepsl.
45, Tlpennoxennuss ¢ KOHCTpyKiueir «there is, there are». YTBepauTenbHbIC,
OTpHIATENbHBIE U BOIPOCUTEIbHBIE MTPETIOKEHHUS.

TecToBbIEC BONIPOCHI:

46. | ___ from the University two years ago.

a) graduated

b) finished

c) studied

d) learnt
47. A job interview enables the employer to learn a lot aboutan .

a) aspirant

b) applicant

c) candidate

d) student



48. During a job interview, you have to answer several common .
a) answers
b) questions
c) candidates
d) companies
49. This research __ covers the use of the new device.
a) journal
b) magazine
c) article
d) course
50. The conference proceedings will be published in a research .
a) journal
b) magazine
c) article
d) paper
51. I’ve chosen to do the ... instead of the two exams, because I like to do one
single piece of work where | can research something that interests me personally.
a) project
b) portfolio
c) assignment
d) thesis
52. I think I’ll do a study of people’s personal banking habits for my MSc . It
has to be about 12,000 words.
a) dissertation
b) composition
C) essay
d) project
53. At the end of this course, you have to do a 5,000-word __ which will be
assessed, and the grade will contribute to your final degree.
a) thesis
b) project
c) assignment
d) essay
54. The teacher gave us the title of this week’s  today. We have to write 1,000
words on the topic of ‘If I ruled the world’ and hand it in next Monday.
a) essay
b) project
c) thesis
d) composition
55. We have to hand ina ____ at the end of the course. It can consist of up to five
different pieces of work.
a) assignment;
b) essay
c) portfolio;
d) dissertation;



56. Consultant: Do you have any skills that would help you do this job?
Applicant:
a) | speak Chinese fluently. I also have good presentation skills.
b) I’'m looking for an on-line job.
c) Yes, |am.
d) You are wrong.
57. Consultant: Would you tell me about your educational background?
Applicant:
a) Itis about my education.
b) University is a very good experience for everyone.
c) | graduated from LSPU in 2015, and I received a Bachelor’s degree in
Philology.
d) I speak fluently Spanish and Chinese. | also have good communicational skills.
58. Student 1: How did you pass your exam in physics?
Student 2:
a) | took it.
b) | studied it.
c) | taughtit.
d) I failed it.
59. Professor: What is the aim of your report at the conference?
Student:
a) The aim of your report are to consider the pros and cons of university
education
b) The aim report is university education.
c) The aim report are university education.
d) The aim of my report is to consider the pros and cons of university education.
60. Professor: Will you take part in this conference?
Student:
a) You are so kind.
b) I sure will.
c) I’m sorry.
d) Are you sure?

61. | rang to ask whenthey | but in fact they had already relocated.
a) are moving
b) will move
c) shall move
d) were moving
62. It’s anice car but  wonder .
a) what it costs
b) what does it cost
¢) how much does it costs
d) if it costs
63. He apologized _ at the meeting late.
a) toarrive



b) that he arrived
c) of arriving
d) for arriving
64. My boss was very supportive and __ me to apply for the promotion.
a) refused
b) threatened
c) apologized
d) encouraged
65. 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
66. He rangtoask __ we were still interested in the site or not.
a) whether
b) when
c) where
d) that
67. 1 couldn’t find Mile Arnoux, so I asked her secretary .
a) was she there
b) where was she
c) where she was
d) where she was being
68. At the meeting the shareholders asked how the company _ in the previous
year.
a) did
b) had done
c) have done
d) has done
69. The manager asked me ____ of the new proposal.
a) what did I think
b) if | thought
c) that I did think
d) what I thought
70. I asked Martha ____the conference had gone well.
a) what
b) did
c) if
d) that



