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COJNEPKAHHUE

[TnanupyemMble pe3ynbTaThl 00yICHHS

Mecto nucuumuinael B cTpyktype OOIL

O0beM U coJiepKaHUE TUCITUTUITMHBI

Y4eOHo-MeTo1nYecKoe 00ecreyeHrne CaMOCTOSATEIbHON PaboThl 00yJaIOIIUXCSI
OcHoOBHasl ¥ JIOTIOTHUTEIIbHAS Y4eOHas JIuTeparypa

Pecypcel nH(opMannoHHO-TEIEKOMMYHUKAIIMOHHON ceTu «HTepHeT»
WubopManinoHHbIE TEXHOJIOTUN

MatepuanbHO-TEXHUYECKOE 00ecIedeHHEe JUCITUIINHBI

@DOH/T OLIEHOYHBIX CPEJICTB JJIs IPOBECHUS MPOMEKYTOYHON aTTeCTallii 00yJarOInuXCs
0. Meronuyeckue yka3aHus JUIsl 00y4YaroIMXCs 0 OCBOCHUIO TUCIUTUIMHBI

HBoo~NooR~WNE

[Tpunoxxenue 1. AnHOTanUs paboyuelt mporpaMMel



1. IINTAHUPYEMBIE PE3YJIBTATbBI ObYYEHUA

[Inanupyemble pe3yabTaTbl OCBOEHHS OCHOBHOW HpOo(eCcCHOHAIBHOM 00pa30BaTebHON
nporpammbl (OITOIT) — kommereHIMH OOYYAIOUIMXCSl ONMPENENIIOTCS TPeOOBaHUSMH CTaHAApPTA I10
HalpaBJIEHUIO [OJrOTOBKM (CHELMAIbHOCTH) U (OPMHUPYIOTCS B COOTBETCTBUM C MaTpHLEH
komneteHmii OITOIT (Ta6auma 2)

[Tnanupyemble pe3ynbTaThl 0OydeHHs 1O AUCLUUILUIMHE — 3HAHUS, YMEHMs, HaBBIKM U (WIIN)
OTBIT JIESATENIHOCTH, XapaKTEePHU3YIOIIHe STanbl (JOPMUPOBAHHUS KOMIICTCHLIUH M 0OECIIeYHBAIOIINE
JOCTH)KEHUE IUIAHUPYEMBIX Pe3yJIbTaTOB OCBOEHHUS 00pa3oBaTeiIbHOM IpOrpamMMsbl, (POPMUPYIOTCS B
COOTBETCTBUU C kapramu komnereHuui OIIOIL.

Tabmnma 1
IInanupyemMble pe3yJbTaThl 00YYeHHs N0 JUCHHUILINHE
udp HanmenoBanue [Tmanupyemble pe3yabTaTbl 00ydeHUs 110
KOMIIETEHIH KOMIIETEHIIH JTUCLUIUIMHE
u
OO0ueKyJIbTYpPHBIE KOMIIETCHIIHT
OK-5 CrniocoOHOCTb K 3HaTh: OCHOBHBIE JIEKCUUECKHE U I'paMMaTHYECKHE
KOMMYHHUKAIIMHM B YCTHOW U | HOPMBI ~ MHOCTPaHHOIO  s3blka B 00bEMe,
MMCbMEHHOU (hopMax Ha HE00X0IMMOM TUTSt OCYIIECTBJICHUS
MHOCTPAHHOM SI3bIKE JUIS MEXJIMYHOCTHOTO U MEKKYJIBTYPHOTO
pelieHus 3a1aq B3aMMO/JICHCTBUS HA HHOCTPAHHOM SI3bIKE B YCTHOU U
MEXJIMYHOCTHOTO U MIUCbMEHHOM (hopMe.
MEKKYJIbTYPHOTO 33 (OK-5) - |
B3aUMOJICHCTBUS YMerb: HCNOJIb30BaTh HMHOCTPAHHBINA  SA3BIK IS

BBIPAKEHUSI MHEHUS U MBICIEH B MEXJIMYHOCTHOM U
MEXKYJIbTYPHOM OOILIEHUH, U3BJIEKATh UHPOPMALIUIO
W3 OpPUTMHAIBHOIO JHCKypca MO IpolieMam
Pa3IMYHOrO XapakTepa.

V3 (OK-5) - |

Bnazgers: HaBbIKaMU MOHOJIOTHYECKON u
JUAJIOTUYECKON peur B MpoLecce MEKINYHOCTHOIO
U MEXKYJIbTYPHOTO B3aMMOJEUCTBUS HA 3HAKOMYIO /
UHTEPECYIOIIYI0 TeMy 0e3  IpeaBapUTEIbHOU
MOATOTOBKM,  TaKX€  HaBbIKAMM  HM3BIICYCHHUS
HeoOxonuMo MH(pOpMalMu U3 OPUTHHAIBHOIO
JHMCKypca Mo IpobiaeMaM pa3InyHOro XapakTepa.

B 3 (OK-5) - |

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OITIOII
Juctunnmna MWHocTpaHHBIM — S3bIK PO(ECCHOHANBHOTO  OOIIEHUST BXOJUT B  COCTaB
OpraHu3alOHHO-YIPABICHYECKOTO MOJYJIsl M OTHOCHTCA K  00s3aTelbHBIM  JTUCIMILIMHAM
sapuamuenoli 4act 0j0ka 1 yueObHOro 1aHa.
B tabnune 2 npuBeneHsl NpeAIECTBYIOMINE U MOCIEAYIOMINE AUCIUIUINHBI, HAlIpaBJIeHHbIC Ha
dbopMHupOBaHHE KOMIETSHITUH AUCIIUTUIMHBI B COOTBETCTBUU ¢ MaTpuiieit kommnetenimid OTIOIT.

Tabmumna 2
IIpexmecTByromue 1 nocjaeayuue TUCHUIIMHBI,
HanpaBJIeHHbIC HA JopMHpPOBaHHE KOMIIETECHIIUI
Ne IIpenmects ue [Tocne Ve JUCLUIIIIUHBI
HanmenoBaHue koMneTeHIUN peit yrott FYIOIIHE JHCIL
n/n JUCIUIINHBI (rpynnsl JUCIUIUINMH)

OO01IeKyIbTYpHBIE KOMIETEHIIMH




1 | OK-5

NHocTpaHHbIN S3bIK
OcHOBBI JIeJI0BOM u
myOIMYHON KOMMYHUKALIUN

OTCYTCTBYIOT

3. OBBbEM U COAEPKAHUME JUCHUIIJINHBI

3.1. O0beM IUCHHUILIAHBI
OOm1ast TpPyA0EMKOCTh AUCIUILTUHBI COCTABISAET 3 3a4eTHBIX eAuHuUIbl, 108 akagemMuueckux
4acoB.
Tabmuua 3
TpynoeMKOCTh TMCHUNJIMHBI U BUAbI Y4e0HOIl pad0ThI
. Bcero Cemecrp 6
By yueOHo# paboTh
qacoB 1 2 3 4 5 6
AyIMTOpHAsi KOHTaKTHasA padora 68 32 36
(Bcero)
8 MOoM yucie: JleKyuu -
npakmuyeckue  3auamusi(113) 68 32 36
nabopamopnwle pabomul (JIP) -
CamocrosiTesqibHasi paboTa (Bcero)
CaMocTosiTenbHOe U3y4eHUe 76 40 36
JTUTEPATyPhI U TOATOTOBKA K
MPAKTHYECKUM 3aHITHIM
[TonroroBka K TECTUPOBAHUIO 24
Kontpoanb
NUTOTIO: vac. | 144/ 72/ 72/
3e.|4 2 2
3.2. CopepxaHue IUCUUITUHBI
Tabmnwa 4
Jleknuu He npeycMOTPEeHbI Y4eOHBIM IJIAHOM
Ne Homep Tema nexkuuun TpyroemkocTs,
JeKIMH | pa3iea 4acoB
1 - - _
2 - - _
N - - 3
NUTOIrO 0
Tabmuma 5
IIpakTnyeckue 3aHsITUS
Ne Homep Tema nNpakTHYECKOr0 3aHATHS Tpyroemkoct
3aHAT | pa3aena b, Yac
usi
1 1 |Tema: I[Ipeocmaenenue u cmpykmypa KOMRAHUU 10

9KCKYPCHHM TIO

1. U3Bneuenne HEOOXOUMOM HHPOPMAITUN TIPU MPOCMOTPOBOM
YTEHUU MaTEPUAIOB O CTPYKTYpPE KOMITaHUH, JJISI MPOBEACHUS
OTpEIeTICHUEe COOTBETCTBUS

IIPEANPUATHIO,




MIPeIJIOKEHHBIX BBICKa3bIBAHUM COAEPIKAHUIO MPOUYUTAHHOTO.
2.Peanm3anusi KOMMYHUKAaTHBHBIX HaMepeHU# (TPUBETCTBHUE,
3HAKOMCTBO, IPEJICTaBJICHHE) C UCIOIb30BAaHUEM TEMaTHYECKON
JIEKCUKH U (hpa3-KITuIie.

3.Bocnipusitrie 3Byuareid ayTeHTHYHOWM MOHOJIOTHYECKOM PEUH:
pernoprax 00 OTKPBITUH MPENTPUATHS/TIPOU3BOICTBA/BHICTABKH.
4.CocraBnenue O(ULIMATBHOTO MPUTJAIIEHUs MO 3JIEKTPOHHOU
moyTe.

Tema: Ilpogeccuonanvruasn oessmenbHOCMb U 00A3AHHOCMU

1. M3Bnedenne HeoOX0aMMON MHGOPMAIIUU MIPH TPOCMOTPOBOM
YTEeHUH MaTepuaioB o pabouyeM rpaduke COTPYTHUKOB
KOMITaHUH.

2.YcTHas KOMMYHHUKAlMsi B MOHOJOTMYecKod ¢dopme: o
npoecCHOHABHBIX ~ O00S3aHHOCTSX PAOOTHUKOB KOMITAHHH,
MpeoKeHus: 00 U3MEHEHUIX B paboueM rpaduke COTPyIHUKOB
KOMITaHUH.

3.Bocnpustrie 3By4yanied ayTEHTUYHOM AMAJIOTMYECKOM peuu:
CpaBHEHUE OMbITa PAOOTHI B pa3HBIX OpraHU3AIMIX.

4. CocrapiieHUE NMUChbMa-PEKIIAMbI

10

Tema: Tpyooycmpoticmeo

1. U3Bnedenue HeoOXoaumon HHGOPMAIUU TPH TMOUCKOBOM
YTEHUU MAaTEPUAJIOB 10 OMHMCAHUIO TPOBEICHHS COOECEeTOBaHUS
MIpH pueMe Ha paboTy

2.YcTHas  KOMMYHHUKanuds B  MOHOJOTHYECKOH  ¢opme:
coobmieHue 0  crmoco0ax  MOATOTOBKM K YCIEUIHOMY
co0eceI0BaHUIO

3.Bocnpusitue 3Bydwamieil ayTeHTUYHOH JAMAIOrMYEecKOM pey:
MIOCTPOCHHE pEUEBBIX  BBICKA3bIBAHUN  JTMAJIOTHYECKOI0
XapakTepa ¢ OIIOpOH Ha COJEP/KaHUE IMPOYUTAHHOIO TEKCTA.

4. CocTaBieHHe pe3toMe, COIIPOBOIUTEIHHOTO K PE3IOME MHUChMa.
VYBenomiieHue o npueMe Ha paboTy. YBenomiieHHe 00 OTKa3e B
npueme. HTepBbIio Npu npueMe Ha paboTy.

10

Tema: /lenosoe oowenue, Tenreghonnuiil pazeo8op

1. VzBneyenue HeoOXoauMOM MH(OpPMAIIUU TPU TPOCMOTPOBOM
YTEHUU MaTEepHUaIoB Ha OCHOBE TeIe(OHHBIX Pa3rOBOPOB.

2. VYcTHas KOMMYHHKAaIMs B  JIHAJIOTHYECKOH  (opMme:
COCTaBJICHHE  JUAJIOTOB IO TEME C  HCIOJb30BaHUEM
KJIMIIAPOBAHHBIX (hpa3.

3. Bocrmpusarue 3Bywarmieil ayTeHTUYHOM IHAJOTHYECKOM peu:
TenaepOHHbIE pa3roBOphI MEXy y4acTHUKaMU
KOH(EepeHIMH/COTPYTHUKAMHU KOMITAHUU.

4.CocTaBieHue KpaTKUX COOOIICHWHA JJIi aBTOOTBETYHMKA I10
KOHKPETHOU TEME.

18

Tema: Jluunocmmuwlil pocm, nogviuieHue Keaiupuxkayuu

1. U3Bnedenue HeoOXoaumou WHGOPMAIMU TPU TTOUCKOBOM
YTEHUW  AHAJIMTUYECKOW CcTaThu 00  ycrexax/CTarHamuu
MIPOU3BO/ICTBA

2. YcrHasd KOMMYHHKAIUsi B  MOHOJIOTHYECKOW  (opme:
COOOIIEHHE O BO3MOXKHOCTSIX KapbepHOTO POCTa M TMOBBIIICHUU
KBaTM(UKAITIH.

3. Bocmpusarue 3Bywamieil ayTeHTUYHOM IHAJOTHUECKOW pPEUH:
WHTEPBBIO C ABTOPaMH HOBBIX UJEH U pa3pabOToOK.

20




|4. CocraBiieHre 0T4eTa 0 XOJe/Pe3ysIbTaTax CTAXKUPOBKHU.

Hroro:

68

JlaGopaTopHbie paGoThl Y4eOHBIM IJIAHOM He MPeAyCMOTPEHbI

Tabmuwa 6

Ne
3aHATU
A

Howmep
paznena

HaumenoBanue n1abopatopHoit paboThl

TpynoemkocTs
, 4ac

1 -

2 -

Uroro:

0

CamocrosiTeJbHAs padoTa CTyIeHTa

Tabmuma 7

Paznen
MYCLIATIIIUHEI

Ilon-
pasne

Bun camocrositensHoit pabotsl ctynenta (CPC)

TpynoemkocTsb
, 4ac

Paznen 1.

Camocmoamensnoe uszyuenue aumepamypsl  u
n0020MOBKA K NPAKMUYECKOMY 3AHAMUIO.

Bemmonnenne  momamHero  3amanus.  CocTaBieHue
III/IaJIOFPI'—ICCKI/IX/MOHOJIOFH‘I@CKI/IX BBICKa3bIBaHUM.
[logroroBka K  JIGKCUKO-TPAMMATHYECKUM  TECTaM.
CocraBnenne cxembl: CTpyKTypa MpeInpusTus.
Bemonnenne  momamHero  3amanusi.  CocTaBieHue
I[I/IaJ'IOFI/I'-Ie()KI/IX/ MOHOJIOTMYCCKUX BBICKQ3bIBaHUM.
[TonrotoBka K  JEKCHMKO-TPaMMaTUYeCKMM  TECTaM.
CocraBnenue Makera coOecelOBaHUS IpPU NpUEME Ha
pabory.

Bemonnenne  nomamHero  3amaHus.  CocTaBieHne
JTMAJIOTUYECKUX/MOHOJIOTMYECKIX BBICKa3bIBAaHUII.
HO}IFOTOBK& K JICKCUKO-IpaMMaTUICCKHUM TECTaM.
CocTtaBeHHe 0T4YeTa 0 X0/1e/pe3yabTaTax CTaKUPOBKH.

26

Paznen 2.

Camocmoamenvnoe u3yuenue aumepamypol U
Nn0020MOGKA K NPAKMUYECKOMY 3AHAMUIO.

Bemmonnenne  pomamHero  3amanusi.  CocraBieHHe
JUATIOTHYECKUX/MOHOJIOTHUECKUX BBICKA3bIBAaHUH.
HOJIFOTOBKa K JICKCUKO-IPpaMMaTUYCCKHUM TECTaM.
Coznanue pekiaMHOro OyKiieTa o MPOIyKIIUU KOMITAaHUH
Bemmonaenne  momamHero  3amanusi.  CocraBieHHe
JUATOTHYECKUX/MOHOJIOTHUECKUX BBICKA3bIBAaHUM.
HOJIFOTOBKa K JICKCUKO-IpaMMaTUYCCKHUM TECTaM.
Hanucanune nenoBoro mucbMa (MMMCEMO-3aIPOC, TUCHMO-
odepTa, MIChMO-3aKa3 (OTKIIOHEHUE OEPTHI)).
Bemonnenne  gomamHero  3amanus.  CocTaBieHue
}II/IaJ'IOFI/I'-IeCKI/IX/ MOHOJIOTUYECKUX BBICKA3bIBaHUH.
[TonroTroBKa K TEKCHKO-TPAMMATHUYECKUM TECTAM.

26

1-2

IToaroroBka k TCCTUPOBAHUIO

24

Hroro:

76

4. YUYEBHO-METOJINYECKOE OBECIIEYEHUE CAMOCTOSITEJIBHOM PABOTHI




CTy,HeHTaM JJIA CaMOCTOSATEIbHOU INOATOTOBKHM K MPAKTHUYCCKHM 3aHATHAM PCEKOMCEHIOBAHO

UCIIONIB30BATh CICIYIONIHE Y4eOHO-METOAMIECKIE ITOCOOUS:

[umkoB E.M. Mertoauueckue peKOMEHIAMHM JUIsl CaMOCTOSTEIBHOM pPAaOOThI CTYIEHTOB.-
Ounuan @I'BOY BO «CamI TY» B . HoBokYyii0bIIeBcke, HoBOKyiObIIeBCK, 2015.

S. OCHOBHAA U AOITIOJIHUTEJIbHASA YYEBHAS JIUTEPATYPA

Tabmuma 8
YuyeOHO-MeTOANYECKOE O0ecTieyeHne
AHTJIMACKUN S13bIK
Ne VY4ebHuk, yuebHoe nmocodue (npuBogutcs oudnmorpaduyeckoe Koun-Bo 3Kk3.
/1 onucaHue yueObHuka, yaeOHOro nocobus)
OcHoBHas1 JInTEepaTypa
1 benukosa E. Aurnuiickuii si3b1K.- Hayunas kuura, 2012. DNEeKTPOHHBIN
pecypc
JlonosHUTeIbLHASA JTUTEpPaTypa
2 Pomamikuna C.B. Aurumiickuii s3eik.- PEABU3, 2012 DNEeKTPOHHBIN
pecypc
HEMEIKHWN A3bIK
Ne YueOHuk, yuebHoe nocodue (mpuBoauTcs oubauorpaduueckoe Komn-Bo 3k3.
n/n ONMCaHNE y4eOHMKA, y4eOHOro nocooust)
OcHoBHas JInTEpaTypa
1 Canaposa E.I'. Hemenxknii s361x 1151 Bac. Yacts 1.- FOxHbIIT ONEKTPOHHBIN
WHCTUTYT MEHeKMeHTa, 2012, pecypc
JlonoJIHuTeIbHAS JIMTEPaTypa
2 Hanbke C.I. Hemernkuii s3b1k.- OMCKHI TOCY/1apCTBEHHBIIN DNEeKTPOHHBIN
UHCTUTYT cepBuca, 2013. pecypc

6. PECYPCHI HTH®OOPMAIIMOHHO-TEJEKOMMYHUKAIIMOHHOM CETH

«AHTEPHET»

1. 1. DnexrponHO-OmOMHMoTeyHass cuctema «IPRbooksy.

http://www.iprbookshop.ru/ — 3ari. ¢ sxpana.
2. HOb (Hay4Has AIIEKTPOHHAS 6ubnuoreka).
http://elibrary.ru/defaultx.asp — 3aru. ¢ skpana.
www.pubs.acs.org American Chemical Society (ACS)
www.oxfordjournals.org Oxford University Press
www.nature.com Nature Publishing Group
www.tandformonline.com Taylor &Francis Online

o0k w

7. TH®OOPMALIUNOHHBIE TEXHOJIOT' U

Pexum  mocryna:

Pexum JocTyna:

Peanu3zanus AaHHOW JUCHHUIUIMHBI TPEIyCMATPUBACT HCIIONb30BAaHUE TPE3CHTAIIMOHHON
TEXHUKH U mporpamMmHoro obecreuenust Microsoft Word, Microsoft Power Point. IIporpamma s

o6yuenus Jlunko V8.0.




8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHUE JUCIUIIJINHbI

1. 1. llpakTrueckue 3aHATUS (CEMUHAPCKOTO TUTIA):

VYuebHasg ayIuTopusl JUIsl NPOBEJNCHUS 3aHATUI CEMUHApPCKOro THUIIA, TEKYILEro KOHTPOJIS U
POMEXKYTOUHOM arTectanuu (JIuHTadOHHBIA KaOuHeT). [loMelieHne OCHAIEHO KOMIBIOTEpaMH C
BBIXOJIOM B MIHTEpHET C KOMIIBIOTEPHON TapHUTYPOM, KOMIUIEKTOM CIIELUAIM3UPOBAaHHOMN Mebenu.

2.Ilpoune:

Kabuner ans mpoBelneHHs] KypcOBOIO HMPOEKTHUPOBAHMS  TPYNIOBBIX M HHIUBUAYAJIbHBIX
KOHCYJIbTAIlMi M CaMOCTOSITENIbHOW paboThl oOyuarommxcs ( KOMIbIOTEpHBIH Kiacc). [lomemnienue
OCHAIIIEHO KOMIIBIOTEPAMHU € BBIXOJIOM B MIHTE€pHET, KOMIUIEKTOM CHEMAIM3UPOBAHHON MeOeu.

9. ®OH/J] OLIEHOYHBIX CPEJICTB JIJIsI IPOBEJAEHUS IPOMEXYTOYHOM
ATTECTAIIMU OBYYAIOIIIUXCHA

9.1 MepeyeHb KOMMETEHIHI ¢ yKa3aHHWeM J3TANoB MX (POPMUPOBAHHUS B MpPoIlecce OCBOECHHS
o0pa3oBaTeJIbHOM MPOrPaMMbI

OueHouHbIE CpecTBa pa3pabOTaHbI JIJIsl OLICHKU

OO1IeKyIbTYPHBIX KOMITETEHITUI

OK-5
[lepeyeHp KOMIETECHIMH U IUIAHUPYEMbIE PE3YIbTaThl 00yUeHUs! (AECKPUITOPHI): 3HAHUS — 3,
ymeHuss — Y, BuaaeHuss - B, xapakrtepusyromue d3Tanbl (OPMHUPOBAHUS KOMIIETCHIMA U

o0ecreunBaroIIne JOCTHKEHUE TUIAHUPYEMBIX Pe3yJIbTaTOB OCBOCHHS 00pa30BaTENbHON MPOrpamMMbl
(OOII), npencrasiensl B pazaene 1 Paboueit mporpammel quctuminael (Tabmuma 1) B COOTBETCTBUU C
matpuued komnetenuuii OOIT (ITpunoxenus 1 k OOIT).

OcHOBHBIMU 3TanamMu (HOPMHPOBAHMS YKA3aHHBIX KOMIICTCHIIMH B paMKaX JIHCIUATLIMHBI
BBICTYIAET IMOCJIEOBATENILHOE M3YUYEHHUE COJIEP>KAaTeIbHO CBSA3aHHBIX MEXIY COOOH pasnenoB (Tem)
y4eOHBIX 3aHSATHH.

Tabnuua 9
IHacnopt
(pona OEHOYHBIX CPEACTB AMCUHUILINHBI
Ne Kon n HaumeHoBaHue
. OTtansl GOpMUPOBAHUS HanmenoBanue oLleHOYHOTO
n/ KOHTPOJIUPYEMOU .
KOMIIETEHIIUI cpencTBa
1 KOMIIETEHIINH
Tema: IlpencraBnenue wu
OK-5  cmocoOGHOCTBIO K | CTPYKTypa KOMITaHUU
KoMMyHHKaluu B ycTHOM u | Tema: IlpodeccuonanbHas
NUCbMEHHOW  QopMmax  Ha | IeATENbHOCTh 51
{ | PYccKOM M MHOCTpaHHOM 00s13aHHOCTH Tect 1-3
A3bIKax Ui pemeHus 3anad | Tema: TpynoycTpoicTBO IIpakTHueckue 3ananus
MEXJIMYHOCTHOIO u | Tema: J[lenoBoe oObuieHue,
MEXKYJIbTYPHOIO TenedonHsIi pasroBop
B3aUMOJCUCTBUSA Tema: JIM4HOCTHBIA pOCT,
MOBBIIIIEHNE KBATH(YUKAIIUT
2 | [Tpomexyrounas artectanus | KomrereHum, 3HaHMA, | 3a4eT, 3a4eT C OIEHKOH
YMEHUS, BJIA/ICHUS,
YCTaHOBJICHHBIE B KAaueCTBE
3aIJIaHUPOBAaHHBIX
pe3yabTaTOB OOYYEHHS TIO0
JUCLUIUIMHE B paszfene 1
PaGoueii MpOTrpaMMBbI
(Tabnuma 1)




9.2 OnucaHue NoKa3areJieil U KpUTepUeB OLEHUBAHNSI KOMIIETEHIIHI HA PA3JIMYHBIX ITANAX UX
(¢opmMupoBaHus, onucaHue MIKAJ OLlEHUBAHUSA

Pe3ynbrarel 00y4eHHs 1O AUCUUIUIMHE MHOCMpaHHblL A3bIK 8 NPOhecCUOHaNbHOM 00ujeHUul
Hanpasnenus noodzomoseku 38.03.03 Vnpaenenue nepconmanom mnpodwib Ynpasienue nepcoHAIOM
OTIPECIAIOTCA TMOKA3aTeIsIMU U KPUTEPUSMHU OLICHUBAHUS C(HOPMUPOBAHHOCTH KOMIIETEHIMI Ha
sTanax ux GopMupoBaHUS MpeaCTaBIeHBI B Ta0. 10.

Tabnuua 10
Martpuiia COOTBETCTBHS OLIEHOUHBIX CPEJCTB 3alJIaHUPOBAHHBIM Pe3yJIbTaTaM 00yUeHHUS
Komnerenuun OrneHOYHBIE CPEACTBA
Tekymuii KOHTPOJIb IIpomexyTOUHBIN
KOHTPOJIb (3a4eT)
Onenounoe | OueHouHoe OneHouHoe Ouenounoe | Bonpocsl k 3auety
cpeactBo 1 | cpenctBo 2 | cpenctBo 3 cpenctBo 4
(Tecr) (mpakTHueckue
3a[aHuNsA)
33 (OK-5) - | 33 (0OK-5) -1 3 3 (OK-5) -
Y3 (OK-5)-1 | VY3 (OK-5)-1 |
OK.5 B 3 (OK-5) - | }fl 3 (OK-5)
B 3 (OK-5)
-1

IToxa3aTenn U KpUTepHH OLCHNBAHUSA C(POPMUPOBAHHOCTH KOMIIETEHIMH (IIPOMEKYTOYHOI 0
KOHTPOJIs)

Ha »rame mnpomexyTouHON arTecTalMM HCIOJb3YeTCS CHCTEMa OLIEHKH YCIIEeBa€MOCTH
o0yyaroImuxcs, KOTopass IO3BOJSET MPENoAaBaTeNi0 OLEHUTh YPOBEHb OCBOEHHs Marepuasa
oOyuaromumucs. Kpurepun orneHuBanus cOpMUpPOBAaHHOCTU IJIAHUPYEMBIX PE3YJIbTAaTOB O0y4YEHUs
(eckpunTopoB) npeacTaBieHsl B kapte komnereHuu OITOIL.

@dopma OLEHKHM 3HAHUU: OLIEHKA - 5 «OTIMYHO»; 4 «XOpOIIO»; 3 «yIOBIETBOPUTEILHOY; 2
«HEYJIOBIIETBOPUTEIbHOY. JlabopaTopHble pabOThl, MPAKTUUYECKUE 3aHATHS, MPAKTUKA OLIEHUBAIOTCS:
«3ader», «He3zauyer». Bo3MoKHO HCI0Ib30BaHNE OAIIbHO-PEUTUHIOBON OLICHKH.

IIxana oneHUBaAHUA:
«3auer» — BBICTABISETCS, €CIM CHOPMUPOBAHHOCTH 3asIBICHHBIX JECKPUIITOPOB KOMIIETEHIMI Ha
_51_% wu Oonee oleHHUBAETCS HE HUXKE «YIAOBJIETBOPUTEIBHO» NMPH YCIOBHUH OTCYTCTBUSI KPUTEpPHUS
«HEYAOBIETBOPUTENIbHOY». BricTaBisercs, Korga oOydarolIUics IOKa3bIBA€T XOpOIIHWE 3HAHUA
U3y4EeHHOTO Y4eOHOro Marepuana; CaMOCTOSATENBbHO, JIOTHYHO M TIOCIEOBaTEIbHO H3Jaraer u
MHTEPIPETUPYET MaTepHuaibl y4eOHOro Kypca; MOJHOCTBIO PACKPBIBAET CMBICH MpeAsiaraéMoro
BOIIPOCA; BIAJEET OCHOBHBIMH TEPMHUHAMM U MOHATHSAMHM H3YYEHHOTO Kypca; MOKa3bIBA€T YMEHME
MEePEIOKUTh TEOPETUUECKHE 3HAHUS Ha MPEIoIaraeMblii MPaKTHYECKHUI OMBIT.
«OTJIMYHO» — BBICTABISIETCS, €Clid C(HOPMUPOBAHHOCTH 3aSBJICHHBIX JECKPUITOPOB KOMIETEHIIUH
85 % Oonee (B coorBercTtBUM c Kapramu kKomreteHiwi OIIOIT) omneHmBaeTcs KpUTEPHSIMH
«XOpOILIO» M «OTJINYHO», TPU YCIOBUU OTCYTCTBUS OLEHKH «HEYJOBJIETBOPUTEIBHO». CTYIEHT
MOKa3aJl MPOYHbIE 3HAHUSI OCHOBHBIX MOJIOXKEHUH (PaKTHYECKOro Marepralia, yMeHHE CaMOCTOSTENbHO
pemaTb KOHKpPETHBbIE NPAaKTUYECKUE 3a]laud IOBBIIIEHHOW CIOXHOCTH, CBOOOJHO HCIOJIb30BaTh
CIPAaBOYHYIO JIUTEPATYypy, A€ldaTb OOOCHOBAaHHBIE BBIBOJBI W3 PE3yJbTaTOB aHAIN3a KOHKPETHBIX
CUTyaLun;

«Xopomo» — BBICTABIAETCS, €CIU CGHOPMHPOBAHHOCTb 3asABICHHBIX JECKPUITOPOB
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komreTeHmit Ha _61 % wu Gonee (B cooTBeTcTBUM ¢ KapTamu komrereHuii OITOIT) onenuBaercs
KPUTEPUSIMH «XOPOILIO» U «OTJIMYHO», MPU YCIOBUHU OTCYTCTBHUSI OLICHKH «HEYIOBIECTBOPHUTEIBHO»,
JIOITYCKAETCSl OLEHKA «YJOBJIECTBOPHUTEIBHO»: OOYJAIOIIMICS IMOKa3al MPOYHbIE 3HAHUS OCHOBHBIX
MOJIOKEHUH (PaKTUYECKOT0 MaTepHalia, YMEHUE CAMOCTOSTEIbHO pelllaTh KOHKPETHbIE MPAKTUYECKUE
3a/a4m, TMPEAYyCMOTpPEHHBIE pabodeil mporpaMmoil, OpPUEHTUPOBATHCS B PEKOMCHJIOBAHHOM
CIIPaBOYHOM JIUTEPATYPE, YMEET MPABHWIBHO OLEHUTH MOJIYYCHHBIC PE3YJIbTaThl aHATN3a KOHKPETHBIX
CUTYaLHil;

«Y10BJIETBOPHUTEJIBHO» — BBICTABIACTCA, €CIU CHOPMHUPOBAHHOCTH 3aSBICHHBIX JECKPUITOPOB
komreTeHmii 51 % wu Oonee (B coorBerctBum ¢ kapramu kommereHuuid OITOIT) omenuBaercs
KPUTEPUSIMU «YyJOBJIIETBOPUTEIBLHOY», «XOPOILIO» U «OTIMYHO»: OOydaroliuiicsa IOKa3ajl 3HaHHe
OCHOBHBIX TOJOXEHUH (PAKTHYECKOrO Marepuana, YMEHHE IOJIYYHTh C MOMOILNBIO IpPEenoJaBaTes
MPaBWJIbHOE pEIlIEHWE KOHKPETHOM NpPaKTHUECKON 3aJayd W3 4YHcla MPeayCMOTPEHHBIX paboueit
IIPOrpaMMOii, 3HAKOMCTBO C PEKOMEHOBAaHHOM CIIPaBOYHOM JINTEPATypO;
«HeynosjierBopuresibHo» «He3auer» — BbIcTaBiseTcs, eciau C(HOPMHUPOBAHHOCTH 3asBICHHBIX
JECKpUNITOPOB KoMmIeTeHnii MeHee ueM _51 % (B cooTBercTBUUM ¢ KapTamu kommereHmid OITOIT):
IpU OTBETE€ OOYYAIOILIETOCs BBISBHIUCH CYIIECTBEHHBIE MPOOENbI B 3HAHUAX OCHOBHBIX MOJIOKEHUN
(akTHYeCKOro Marepuaia, HEyMEHHE C MOMOUIbIO IPENoAaBaress MOJyYUTh MPABUIBHOE PELIECHUE
KOHKPETHOW MpaKTUYECKOW 3aJauyu W3 4Yucia MPEeIyCMOTPEHHBIX paboueil mporpaMmoil yueOHOU
JUCLUIUINHBI.

OtBeThl W peuieHus OOYYArOIIMXCS OLIEHUBAIOTCA MO CJCAYIOIIMM OOIIUM KPHUTEPUSIM:
pacno3HaBaHMe  NIpoOjeM;  ONpelesieHHe  3HauuMoM  uHpoOpManuu;  aHaiu3  [poodieM;
apryMEHTUPOBAHHOCTh; HWCIOJIb30BaHUWE CTPATErwii; TBOPYECKUN TMOJAXOJ; BBIBOABL, OOIIas
IPaMOTHOCTb.

CooTBeTcTBHE KpUTEpUEB OILICHUBAHUS CHOPMUPOBAHHOCTH IJIAHUPYEMBIX PE3YJIbTAaTOB
00y4yeHHs (IECKPUITOPOB) CUCTEMaM OIICHOK MPEJCTABICHO B TA0JI.

Tab6mumna 11
HNHuTerpajbHas oLeHKA
Kpurepun TpanuuvoHHas OLEHKA bannpHO-peUTHHrOBas OLIEHKA
5 5 86 - 100
4 4 61-85
3 3 51-60
2ul 2, Hezauer 0-50
54,3 3auer 51-100

OOyuatomiuecss 00s3aHbl CAAaBaTh BCE 3aJlaHUS B CPOKM, YCTaHOBJEHHBIE MpernojaBaTeneMm. OreHka
«Y 1OBJIETBOPUTEIHHOY MO AUCIUILIMHE, MOXKET BBICTABIATHCS U MPHU HEMOJHON cPOPMUPOBAHHOCTH
KOMIIETEHIIMH B XOJ€ OCBOCHMS OT/AEIbHON Yy4eOHOW IUCHMIUIMHBL, €CIM UX (OPMHpPOBAHUE
mpejrnoiaraeTcs MpOJOJDKUTh Ha Oojee MO3JHUX JTanax oOydyeHHUs, B XOJleé HU3YYEHHUS JPYrux
y4eOHBIX AUCLUIUINH.

IToka3zarenu u KPUTEPHUH OCHKH JOCTHKEHMI CTYACHTOM 3allVIAHUPOBAHHBIX pPe3y/JbTaTOB
O0CBOCHUSA
AUCHMIIIMHBI B X0/1€¢ TEKYIICIr0 KOHTPOJIA U l'[pOMG)KyTO‘-IHOﬁ aTTeCTaluu

Ouentkea, Kputepuu
YPOBeHb
«OTJIUYHO», CTy,Z[eHT MoKa3ajl MPOYHLIC 3HAHHUA OCHOBHBIX MOJIOKEHUU (baKTI/I‘{eCKOFO
MOBBILICHHBIA | MaTepHaia, yMCHHE CAMOCTOSTEIIBHO PEIIaTh KOHKPETHBIC TIPAKTHYESCKHE 3a1a491
YPOBEHb MOBBIIIEHHON CJIOXKHOCTH, CBOOOJHO HCIOJB30BATh CIPABOYHYIO JHTEPATYpPY,
aenath 000CHOBAaHHBIC BBIBOJIBI M3 PE3YJIbTATOB aHAIN3a KOHKPETHBIX CHTYaIlHii
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«XOPOLIOY, CTyneHT moKa3all MpOYHbIE 3HAHUS OCHOBHBIX IOJIOKEHUH (PaKTHUECKOro
IIOPOTrOBBIN Marepuala, YMEHHE CaMOCTOSTEJIBHO pellaTb KOHKPETHBIE IPAKTUYECKUE
YPOBEHb 3aJauM, IPeAyCMOTpeHHble paboueld MporpaMMoi, OpPUEHTHPOBATHCS B
PEKOMEHJIOBAHHOM CIIPABOYHOM JIMTEPATYPE, YMEET IIPaBUIBHO OLIEHUTH
MIOJIYYEHHBIE PE3YIbTaThl AaHAJIN3a KOHKPETHBIX CUTYALMI
«ynoBietBopuT | CTyJeHT TOKa3al 3HAaHWE OCHOBHBIX IIOJIOKEHHH (DaKTHUYECKOro MaTepuaa,
€IBHOY, YMEHUE TOJIYYUTh C IIOMOLIBIO IPENOJaBaTeNisi MPaBUIBHOE pELICHUE
IIOPOTOBbIN KOHKPETHOW TPAKTUYECKON 3aladl W3 4HCclIa MPEIyCMOTPEHHBIX paboueit
YPOBEHb IIPOrpamMMoil, 3HaKOMCTBO € PEKOMEHJJOBAaHHOM CIIPABOYHOM JINTEPATYpOr
«ueynosneTBop | Ilpu oTBeTe cTyneHTa BBISIBUIIMCH CYIIECTBEHHbIE TPOOEIbI B 3HAHUSIX OCHOBHBIX
UTEIBHOY, MOJIOKEHUN (PaKTUYECKOro MarepHalia, HEyMEHHUE C MOMOIIBIO MpernoaBaTess
YPOBEHb HE IIOJIYYUTh IIPaBUJIBHOE PELICHUE KOHKPETHOM NPAKTUYECKOM 3aJadd U3 4uciia
chopMUpOBaH | MPEAYCMOTPEHHBIX paboyeil mporpaMMoi y4eOHON AUCIUTIIHHBI

9.3 TunoBble KOHTPOJIbHbIE 32/IaHUSI UJIM WHbIE MaTepHaJibl, HeOOXOAMMbIe /IJIs1 OLEeHKH
XapaKkTepu3yommx 3Tanbl

3HAHMIA,

YMeHHUid,

HAaBbIKOB H (I/IJ'[I/I) onbITa J€ATECJIBbHOCTH,

(popMupoBaHus KOMIIETEHIIMI B IIpolecce 0CBOCHUS 00pa30BaTEeILHON MPOrPaMMBbI

9.3.1 IlepeyeHb BOMPOCOB /JIs1 IPOMEKYTOYHOM aTTeCTAMU
3aueT B 5 cemecTpe MpecTaBiIseT co00i OTBET Ha BOIPOC.

Bonpocsl k 3auety (5 cemecTp)

1. Give a talk about your family and yourself.

Remember to:

- describe your family

- say what you like in every member of it

- say what you like doing in your free time

- explain why you think it is important to have a good family.

2. You are thinking of where you could go for winter holidays. Your friend recommends to go to
Great Britain.

Remember to:

- agree or disagree with your friend

- give reasons

- come to an agreement.

3. You are in a restaurant. You are hungry. You need to make an order.
Remember to:

- call for a waiter
- ask the menu

- choose a dish

- make an order.

4. Give a talk about healthy food.
Remember to:

- describe what kind of food you think is healthy

- say if it is tasty or not

- explain why you think it is important to follow a healthy diet.
5. You need to reserve a room at a hotel.

You want a double room. You are going to stay for 2 or 3 days. You prefer a bath in your room. You

need a telephone. You want to have breakfast and dinner at a hotel. Have a talk with a receptionist.
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6. Give a talk about prestigious jobs.
Remember to:

- give reasons

- name some qualities a person should have to get a good job
7. Give a talk about higher education:

- say why you have chosen this institute

- speak about advantages and disadvantages

- explain why you think it is important to study.
8. You and your friend are going on a picnic.
Remember to:

- discuss the weather forecast.

9. You meet a friend after a long time.
Remember to:

- greet him

- ask how he is doing

- ask where he studies

- say good bye.

3ader ¢ OLICHKOM B 6 CEMECTpe COCTOUT U3 2 YacTeH.
Bomnpocs! k 3a4eTty ¢ oneHkoii (6 cemecTp)

1. IlepeBoa TeKCTa MO HAIIPABJICHHUIO HOATOTOBKH CO CIIOBAPEM.
2. MoHosnoruyeckoe BhICKa3bIBaHHE TI0 TEME.
Temsl 1151 BBICKA3bIBAHUS:
Bcerpeua B asponopry.
IIpencrasnenue opraHu3anuy.
3HaKOMCTBO.
YcrpoiicTBo Ha padoTy.
TenedoHHBIN pa3roBOp ¢ TOCTHHUIICH.
3aKa3 MecTa B TOCTHUHHLIE.
Iokynka Ounera Ha camoJeT.
TaMOXKEeHHBIN U TACTIOPTHBINA KOHTPOJIb.
B asponopry, Ha BoK3ase (pacnucaHue).

10. 'opozackoii TPaHCTIOPT.

11. CepBuc rocTUHHIIL.

12. TlutaHue, pecTopaHbl, 3aKyCOYHBIC.

13. IIpokar aBTOMOOMIIEHA.
9.3.2 Ouenounoe cpencrso 1 (TecroBblie 3axanus)

Tecr 1
Bri0epuTe NpaBHIIBHBIN BADHAHT OTBETA!

©CoNoaO~wWNRE

1. A ... can be a corporation, an association, a partnership or union that carries on a commercial
or industrial enterprise.
A. Bank
B. Society
C. Company
D. Government
2. Your regular work may be part-time and ...
A. Every-time
B. Full-time
C. Much-time
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D. Time-work
3. If you want to get a new job, you should firstly fulfill an ...
A. E-mail test
B. Employment application
C. Appeal letter
D. Psychological test
4. ... are formal letters written to seek help of some sort from the reader.
A. Appeal letter
B. Invitation letter
C. Regret letter
D. Love letter
5. Weekdays are:
A. Monday and Friday
B. Monday, Wednesday and Friday
C. Saturday and Sunday
D. From Monday to Friday
6. ... you ... ason or a daughter?

A. Have ... got
B. Had ... got
C. Has ... got

D. Are ... having
7. They ...discuss the terms of delivery with them last week.
A. Don’t
B. wasn’t
C. weren’t
D. didn’t
8. Ann’s brother ... read, but he ... speak German.
A. can\can’t
B. can’t\can’t
C. can\can
D. can’t\can
9. The man ... about this problem looks very convincing.
A. going
B. riding
C. speaking
D. falling
10. Their letters ... yesterday.
A. was received
B. were received
C. be received
D. were receiving

OTBeTbTE HA BONPOCHI:

11. What kind of letter should you write if you want to get more information about the position
you’re interested in?

12. What kind of letter is used to acknowledge a fact, action taken or a situation that happened?

13. What is the name for the process of planning, designing, pricing, promoting and distributing
ideas, goods and services, in order to satisfy customers’ needs, so as to make a profit?
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14. What is the name for a span of TV programming produced and paid for by an organization,
which conveys a message, typically to market a product or service?

15. What is the English equivalent for the word “OponupoBanue’?

YcTaHOBHUTE COOTBETCTBHUS:

16. He ...to take a taxi to get to the A. down
airport, his colleague picked him up.

17. A lot of equipment ... last year. B. didn’t have to

18. He lived ... the street. C. whether

19. I don’t know ... he has booked a D. was exported

seat for the plane.
YcranoBure HpaBI/IJII)HbIﬁ MOpsAI0K:

20. An application letter usually has a four-section format. Put the sections into the correct
order.
A. The section that reiterates your interst in the job and looks forward to discussing your strength
with the employer.
B. The section that states what job you are applying for and how you learned about the vacancy.
C. The section that deals with your qualification and experience.
D. The section that that demonstrates that you have the necessary quantities.

Tect 2
Bri0epuTe NnpaBUIbHBII BAPDUAHT OTBETA!

1. If the product ... good, we will order a big lot.

A. will be
B. will is
C. be
D.is

2. He... to position of senior manager last month.
A. was promoted
B. was promoting
C. is promoted
D. is promoting
3. You ... read this article. It’s very interesting.
A. must not
B. should
C. shouldn’t
D.is
4. Peter ... a very important e-mail yesterday.
A. receives
B. receive
C. received
D. is receiving
5. Greg ... a lot of invoices to the clients every day.
A. send
B. sending
C. is sending
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D. sends
6. I don’t know ... he has booked a seat for the plane.
A. whether
B. instead of
C. in order to
D. because
7. Ann ... a very qualified accountant.
A. be
B.is
C.are
D.am
8. He lived ... the street..
A. through
B.on
C. down
D. into
9. A lot of equipment ... last year.
A. did be exported
B. be export
C. to be exported
D. was exported
10. He ...to take a taxi to get to the airport, his colleague picked him up.
A. didn’t have to
B. don’t have to
C. haven’t
D. hadn’t

OTBeThTE HA BONPOCHI:

11. What can be a corporation, an association, a partnership or union that carries on a
commercial or industrial enterprise?

12. Your regular work may be part-time and ...?

13. What should you firstly fulfill if you want to get a new job?

14. What kind of formal letters are written to seek help of some sort from the reader?
15. What is the English equivalent for the word “pe3tome”?

YcTaHOBUTE COOTBETCTBHUA:

16. They ...discuss the terms of A. were received
delivery with them last week.

17. The man ... about this problem B. didn’t
looks very convincing.

18. Their letters ... yesterday. C. speaking

19. ... letter is used to acknowledge a D. acknowledgement

fact, action taken or a situation that happened

YcraHoBUTe NPABUJIbLHBINA MOPAIOK:
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20. Put all the stages of the company hierarchy into the correct order beginning from the top.

A. Workers

B. President

C. Senior managers

D. Middle managers
Tect 3

BbiGepuTe NnpaBMIIbHBIH BAPUAHT OTBETA:

1. Her work ... are to scan products, pack them in plastic bags, receive payments from
customers.
A. Hours
B. Clothes
C. Responsibilities
D. Gang
2. As a rule, ... department selects the most suitable applications and prepares a short list of
applicants to be invited for an interview.
A. Human Resources
B. Finance
C. Research and Development
D. Sale
3. If you want to get a new job, you should firstly fulfill an ...
A. E-mail test
B. Employment application
C. Appeal letter
D. Psychological test
4. ... are formal letters written to seek help of some sort from the reader.
A. Appeal letter
B. Invitation letter
C. Regret letter
D. Love letter
5. Nowadays many candidates have to work ... in a company before they are offered a
permanent offer.
A. a probationary period
B. a few days
C. several years
D. awork gang
6. When a company needs to employ new people, it may advertise the job in a newspaper or to
use the services of ... who will provide them with a list of suitable candidates.
A. travel agency
B. health-care agency
C. detective agency
D. recruitment agency
7. They ...discuss the terms of delivery with them last week.
A. don’t
B. wasn’t
C. weren’t
D. didn’t
8. I am interested in applying ... the programmer position.
A. over
B. with
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C. of
D. for
9. The man ... about this product looks very convincing.
A. playing
B. speaking
C. doing
D. falling
10. A ... is one- or two-page summary of your education, skills, accomplishments and
experience.
A. covering letter
B. resume
C. job advertisement
D. list of candidates
11. A ... interview is the type of interview where the interviewer meets the candidates in
person.
A. group
B. face-to-face
C. telephone
D. technical
12. The best way to answer interviewer’s question “What’s your career objective?” is ...
A. Well — for the time being to land a job.
B. I don’t really know.
C. I would like to get a position of a manager in the field of Public Relations. | understand
though that I need a lot of additional training to achieve it.
D. I guess | can earn a good amount of money.
13. The person interviewing you is probably:
A. atrained interviewer
B. trying to psych you out
C. just as nervous as you
D. trying to trap you
14. What kind of businesses doesn’t operate in the United Kingdom?
A. individual business
B. sole trader
C. partnership
D. limited liability company
15. The board of directors is responsible ... policy decisions and strategy.
A. of
B. at
C. for
D. upon
16. Americans use the abbreviation Inc. when ...
A. The company is incorporated outside the USA in a foreign country.
B. The company is incorporated with the authorities in the state where they have its headquarter.
C. The company is owned by persons, called stockholders.
D. The company is owned by one person.
17. When the hotel is reasonable, it means that the hotel is ...
A. cheap
B. expensive
C. free
D. measurable
18. Mary’s farther ... read, but he ... speak French.
A. can\can’t
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B. can’t\can’t
C. can\can
D. can’t\can
19. Liza ... a very important letter yesterday.
A. receives
B. receive
C. received
D. is receiving
20. Peter ... a lot of invoices to the clients every week.
A. send
B. sending
C. is sending
D. sends

OTBeTBLTE HA BOI[pOCbI:

21. What kind of business organizations is owned by one person?
22. Who is at the top of the company hierarchy?

23. What is the official currency of the UK?

24. What is the board of directors responsible for?

25. What does a profile usually contain information about?

26. What kind of official letters contains one- or two-page summary of your education, skills,
accomplishments and experience?

27. What does the abbreviation CV means?

28. What kind of letter should you write if you want to say that you apply anything important to
it?

29. What kind of formal letters are written to seek help of some sort from the reader?

30. What is the name for the process of planning, designing, pricing, promoting and distributing
ideas, goods and services, in order to satisfy customers’ needs, so as to make a profit?

YcraHoBUTE COOTBETCTBHA

31. We don’t know ... he has booked a A. down
room in the hotel for his business trip.
32. A lot of vehicles ... last ten years. B. didn’t have to
33. She lived ... the street. C. whether
34. He ...to call this client again, his D. was exported
colleague called him yesterday.
35. ... letter is used to ask you out to E. invitation

any kind of events.
YcranoBuTe NpaBUJILHBIN MOPAIOK:
36. An application form usually has some compulsory sections. Put them in the correct order.
A. References

B. Personal details
C. Education
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D. Activities
E. Personal Experience
F. Skills

37. An application letter usually has a four-section format. Put the sections into the correct
order.
A. The section that reiterates your interest in the job and looks forward to discussing your
strength with the employer.
B. The section that states what job you are applying for and how you learned about the vacancy.
C. The section that deals with your qualification and experience.
D. The section that that demonstrates that you have the necessary quantities.

38. Put the sentences into the text in the correct order.
“Companies have different activities and work in different ways. So , others
provide services; Companies employ people to work for them in many kinds of job. Each
and a role within the team or ”?
A. group that they work with
B. person has responsibility for a specific area of work
C. retailers sell goods to the general public
D. some companies manufacture or produce goods.

39. The British Internet bank, IBUK, has begun its into the Asian by buying the
Japanese online bank BOJ. IBUK immediately set a of a million new in Asia over the
next two years. The bank says it believes the operation will even by the end of 2015.

A. target

B. customers
C. expansion
D. market

E. break

40. Tisco, the world's third biggest , has announced that it will open twenty new stores in

the UK next year. A spokesman for the company, Mark Smith, said that it also hopes to sign a
with a large British bank, which will enable it to sell better financial products in its stores. Last year
Tisco focused its in France and Germany, where it opened fifty new shops. However, the
company has closed all its stores in Italy. Because of huge investments and a very competitive market
there, supermarkets were not able to even, Smith

A. expansion

B. deal

C. said

D. break

E. retailer

Kpurepun ouenku

KoJsin4ecTBO BepHBIX OTBETOB:

86 — 100% - omeHka «OTIMYHO» (TIyOOKOE 3HAHWE YYEOHO-TIPOTPAMMHOTO MaTepuaia, yMEHHUE
CBOOOJHO BBINOJHATH 33/1aHUS, YCBOMBIIMN B3aMMOCBSI3b OCHOBHBIX TOHSATHHA JUCIMILIMHBI,
CIIOCOOHBIN CaMOCTOSITENIBHO MPHOOpETaTh HOBBIE 3HAHUS U YMEHUS; CIIOCOOHBIH CaMOCTOSTEIbHO
UCIIOJIb30BaTh YIIyOJIeHHBIE 3HAHUS);

71 — 85% OTBETOB — OILIEHKA «XOPOII0Y (MTOJIHOE 3HAHUE YIeOHO-TIPOrPAMMHOTO MaTepHuaa, yCIenrHO
BBINIOJIHSIOIUN  IIPEAYCMOTPEHHBIE IPOrpaMMOM  3aJlaHMsl, II0KA3bIBAIOIIUNA CHCTEMATHYECKUI
XapakTep 3HAHUM 0O AMCLUUIUIMHE M CHOCOOHBIH K MX CaMOCTOSTEIbHOMY IIONOJHEHHIO U
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OOHOBJICHHIO B XOJ€ JajlbHeiilmero oOydeHus B By3e U B Oyaymed npodeccnoHaIbHON
JIESATETLHOCTH),

50 - 70% OTBETOB — OIICHKA «YIOBJIETBOPHUTEIbHO» (OOHAPYKMBIIMK 3HAHHE OCHOBHOTO Y4eOHO—
IPOrpaMMHOr0 MaTepuasia B 00beMe, HEOOXOJUMOM JUIsl JaJbHEHIIero o0y4eHus, BBIIOJIHSIOIIETO
3aaHusl, MPEIyCMOTPEHHBIE MPOTPAMMOM, TOMYCTUBIIMM HETOYHOCTH B OTBETE, HO OO0JIAArOIUM
HEOO0XOAMMBIMU 3HAHUSMU JJIS1 UX YCTPAHEHHUS);

meHee 50% OTBETOB — OILIEHKA «HEYIOBICTBOPUTEIILHO» (MMEIOIIEMY TTPOOEIBl B 3HAHUSIX OCHOBHOTO
y4eOHO-TIPOIPaMMHOI0 MaTepuaya, JONYCTUBLIEMY IPUHLUIHNAIBHBIE OIIMOKHM B BBIIOJHEHUU
IIPEyCMOTPEHHBIX ITPOrPaMMOii 3a1aHNi )

9.3.3 Oueno4yHoe cpeacTBo 2 (MpaKTHYECKHE 32 aHus)

IIpakTnyeckoe 3axanue 1
MAKING TELEPHONE CALLS

‘The words you choose to say something are just as important
as the decision to speak.’

Author Unknown

1. Work in groups. Find out your partners’ opinions.

Do you find it easy to remember telephone numbers? How many do you know by memory?
How many telephone calls do you usually make in a week?

How many of them are private calls? How many of them are local calls?

How many of them are long distance calls?

Do you usually make quick calls or long ones?

Have you ever received very unpleasant calls?

Do you always want to speak to people who call you?

Do you always tell the truth to callers? (e.g. Do you ask someone else to say you’re out when
actually you’re in?)

Could you live without a phone? Why?

NG~ wWNE

©w

Many people are not very confident about using the telephone in English. However, good
preparation can make telephoning much easier and more effective. Then, once the call begins, speak
slowly and clearly, be polite, sound friendly and use simple language. Check that you understand what
has been said. Repeat the most important information, look for confirmation. Ask for repetition if you
think it is necessary.

It is also important to learn key vocabulary used when telephoning. Telephone conversations
use a number of standard phrases that are specifically used only when telephoning in English.

2. Look at the chart below for key language and phrases used in telephone English and learn
them by heart.

INCOMING CALLS (when you receive a call)

Identifying your company (from the switchboard) (IIpedcmasnenue ceoen komnanuu no

MHO2O0KAHATbHOMY meiedony)
Compact Systems. Good morning/afternoon.
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Identifying yourself when you pick up the phone (IIpeocmaenenue ceos)
Bob Brown. / Bob Brown speaking. — 'oBoput bo6 bpays.

Helping the caller (ITomoutb 360ns116MY)
(How) Can I help you? — Yem mory Bam momous?

Who would you like to speak to? — C kem Bbl xoTenu Obl ieperoBopuTh?
Which department is she / he in? — B kakom otaene on padoTaer?
Asking who is on the telephone (IIpocvba npedcmasumucs)

Can I have your name, please? — IlpeacraBsTech, OXKaIyHcTa.
(Can 1 ask) who is calling, please? — IIpoctuTte, MOry s y3HaTh, KTO 3BOHUT?
Am | speaking to Bob? / Hello. Is that Bob? — 310 Bo6?

Asking about the reason of the call (Boisacnenue npuuunt 36onxa)

What’s it in connection with? — I[To kakomy Bonpocy 3BOHHTE?

What’s the reason of your call?

Asking the caller to wait (IIpocbba nodoxcoams, ocmasamovca nHa 1uHUY)
Just a second/minute/moment, please. — CexyHI04KY.
Hang on a second. / Hold on. / Hold the line, please. / Just bear with me a second. —

He Bemaiite TpyOKy.
Do you want to hold? / Would you like to hold?— XKemnaete nogoxaars?
Can you hold on a moment? — He morsiu ObI BBI HEMHOT'O TIOJI0/1aTh?
Sorry to keep you waiting. — MI3BuHUTE, 4TO MPHUIILIOCH MTOT0KIATh.

Connecting the caller (IIpedynpestcoenue o coedunenun c Kkem-11u60)

I’1l put you through./ I’ll connect you./ I’ll transfer you (to Bob). — I Bac coeauro.

I’'m putting you through now. — I Bac coenunszo.

Explaining that someone is not available (Ecau ¢ abonenmom nenvza coeounumo ¢ 0anmnvli

Momeumz

I’m afraid Jack is not available at the moment. — boroce, ceiiuac s He Mory Bac

COEIUHUTH C J[KEeKoM.

The line is busy / engaged. Do you want to hold?— JIunus 3ansra. bynere sxnatp?

Mr Jackson isn’t in. — Mucrepa /IxekcoHa ceifuac HET Ha MecTe.

Mr Jackson is out at the moment. — Muctep [I>keKCOH BBIIIIEI.

I’m sorry, but Jack is on the other line. — W3Bunute, HO JKEK TOBOPUT
10 IPYroy JINHUH.

Alternative actions (IIpedioscums nepe3eonums/ocmasums ungopmauuro)

Could you ring/call/phone back later? — He moriu 661 Bbl iepe3BOHHUTD 1035K€e?
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Can | take a message? — I Mory emy 4To-TO Iepeaarh?
Would you like to leave a message? — Bl xotenu ObI OCTaBUTh HHPOPMALIHIO?

Responding to thanks (Omeem na 6.1a200apruocms)
Not at all. — He 3a uro.

Don’t mention it. — He cTouT 61arogapHoCTy.
You’re welcome. — IToxxanyiicra. / OGpariaitech emie.
My pleasure. — Pax 6611 mOMOYb.

Ending the call (3asepuienue paszzosopa)
(Is there) anything else? — Urto-uubyas emie?
Thanks for calling. — Criacu60 3a 3BOHOK.

Bye for now. — Jlo cBuganus.
OUTGOING CALLS (when you make a call)

Introducing yourself (IIpeocmasnenue cevsn)
This is Helen. — Oto Enena.

Asking for someone (IIpocvba coedunums ¢ kem-1udo)
Can | have extension 321, please? — Coenunutre MeHs ¢ Homepom 321. (extension —

9TO BHYTPEHHHI HOMEpP B KOMITAaHHH)
I’d like to speak to ... / Could I speak to..., please? — Mory s moroBopurs c ...?
Could you put me through to ..., please? — He wmorau Obl Bbl COCTUHHTH MEHS C
.2
(Can | — menee odunmansHas npocsba / May | — 6onee opunmansHas npocsoa)
Is Jack in / available? — [Trxek B oduce?

Explaining the purpose of your call (Oévacnenue npuuunst 360nka)

It’s in connection with.../ It’s about ... - 3To mo moBoxy
The reason I'm calling is.../ I’'m phoning (calling) about... /I’m phoning to tell you about... - 5

3BOHIO 110 IMOBOAY...

Showing understanding (Bstpasicenue nonumarnus)
| see / understand. — ITousaTHO.

Leaving a message (IIpocvba nepezgonums / cOOOWUMb 0 6aMEM 360HKe)
Could you give Bob a message? — He mornu 061 Bel iepenate o0y cooOrienue?

Can you call me back? — He mornu Os1 Ber nepe3BoHuTh MHE?
Could you ask him to call me back? / Please ask him to call me back. — He morau

Ob1 BBl MONIPOCUTH €ro nmepe3BOHUTH MHE?
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Please say | called. / Could you tell him that | rang. — He morim Obl BB CKa3aTh

€My, YTO sl 3BOHUJI?

Thanking (Beipasicenue onazodapnocmu)
Well, thank you very much for your help. — Cnacu6o 3a Barry momoriis.
Well, thanks for the information. — Criacu6o 3a undopmaruio.

I’'m very grateful for your assistance. — 5 6aronapen 3a Bairy momMoriis.
I’m much obliged to you. — 5 mpemuoro 6sarogapen Bawm.

Ending the call (3agepuienue pazzoeopa)

I think we’ve covered everything. - Jlymaro, MBI BCE OOCYTHIIH.
| think that’s everything. — JIymato, 370 Bce.

Speak to you soon. — CKopo yCIIbIIIAMCS.

Bye for now. — IToxa.

3. Study some other useful expressions and remember them:

There’s a telephone call for you. — Bam 3BoHsIT.

1l call you back. — 51 mepe3BoHIO.

Please dial again. — Habepute HOMED elie pas.

You have got the wrong number. — Ber omu6ucs HOMEPOM.

What number are you calling? — Ilo xakomy HOMepy Bbl 3BoHHTE?
My office number is... — Moii pabGounii TenedoH ...

My home number is... — Moii nomaniauii Tenedos ...

to speak to somebody over the telephone — roBoputs ¢ kem-1160 10 Tenedony
I’'m returning your morning call. — S mnepe3panuBaro Bam. Bbl 3BOHWIM cerojHs
yTpOM.

Thanks for calling back. — Cnacu60, 4T0O nepe3BOHMIIH.

Sorry to disturb you at home. — 3Bunwure, uto Gecrnokoro Bac goma.

Is this a good moment? / Am | interrupting anything? — Bam ceiiuac ymnoOHO
pasroBapuBatb? / 51 Hu oT yero Bac He oTBieKa0?

Are you busy right now? / Do you have a second? — Ber cefiuac He 3aHATBI?

Greetings (Ilpusemcmeus)
Nice to hear from you again! — Pax caosa Bac cibimars!

[ didn’t recognize your voice! — 5 He y3Han TBoi rojuoc!

It’s ages since we spoke. — Mbl He CO3BaHHBAIIUCH YK€ IENTYI0O BEUHOCTb.

Bad line (IThoxas cesa3zv)

This is a very bad line. — Bac o4eHb MI0X0 CITBIIIHO.
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I’'m afraid the line is bad. Could you speak a bit louder? / Speak up, please. — Bbl

HE MOTJIM OBbI TOBOPUTH MOTpoMYE?
You’re breaking up. — Bel mpomiagaere (moxo Bac cibinry).

Sorry, I can’t hear you (very well). — 5 Bac muioxo cipimry.

Asking the caller to speak slower / Making sure you understand (Kak gextciueo nonpocumas

cobeceOHUKa 2080pUmMb MeOleHHee Ul nepecnpocumb)

If you do not hear or understand the other person, say:
I’m sorry?
I’'m sorry, I don’t understand, could you repeat that, please? — I3BuHHTE, 5 He

TIOHSLT, TIOBTOPHTE, TIOKATYIHCTA?

Sorry, did you say ...? — 3Bunute, Bel ckazanu...?

Could you say that again, please? — IToBropute, moxainyiicra, eIie pas.
Could you speak more slowly? — MorJu Gbl BbI TOBOPUTH IMOMEICHHEE?

Sorry, I didn’t (quite) catch that. — Mi3BunwMTE, 51 HE (COBCEM) MOHSLIL.

Sorry, I didn’t quite understand that. — MI3BuHuUTE, 1 HE COBCEM IMOHSII.

Sorry, I didn’t quite understand what you said about

NB:

It is not polite to say: Please repeat?

IIOHsJI, YTO BbI CKa3aJIk O ...

4. Study the following example of Business Telephone Conversation.

Recep Hello, Frank and Brothers. Angé, »osro ¢upma «DpoHK SHA
tionist: How can I help you? Bpazepcy». Uem Mory momoun?
Peter: This is Peter Jackson. Can Oto Ilutep [Ixexcon. CoenuHuTe,
| have extension 3427 noxainyicra, ¢ Homepom 342.
Recep Certainly, hold on a Konewno,  muHyTKy. S  Bac
tionist: minute, I’ll put you through... COE/IMHIO. ..
Frank Bob Peterson’s office, Od¢uc boba Ilurepcona, rosoput
Frank speaking. @OpoHK.
Peter: This is Peter Jackson Oto [Mutep /xexcon. bob Ha mecre?
calling, is Bob in?
Frank I’m afraid he’s out at the boroce, uYTro ero HET ceHUac.
moment. Can | take a message? [Tepenats cooOmienne?
Peter: Yes. Could you ask him to Jla. Mornu ObI BbI IMOMPOCHTH €TI0
call me on 212 456-8965. | need | nmepe3Bonuts MHe Ha Homep 212 456-
to talk to him about the Nuevo | 8965? Mue HyXHO TOrOBOPUTH C HHUM O
line. It’s urgent. muauM HysBo. 310 cpouHo.
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Frank

Could you repeat the
number, please?

[ToBTOpUTE HOMED, MOKATYICTA.

Peter: Yes, that’s 212 456-8965, 212 456-8965 u 3TO [Tutep
and this is Peter Jackson. JI>KEKCOH.

Frank Thank you Mr Jackson, bnaronapro Bac, mucrep JIkekcoH. S
I’ll make sure Bob gets this asap | mo3abouyce, uroObl bo06 momyumn 53T0
(as soon as possible). HEMEUIEHHO.

Peter: Thanks, bye. bnaromapro Bac, 10 CBUIaHUS.

Frank Bye. o cBunanwms.

Step 1. Role-play the dialogue using the cards below.
Student A (Receptionist; Frank)

Recept Hello, Frank and Brothers. How can | help you?
ionist
Caller
Recept Certainly, hold on a minute, I’ll put you through...
ionist
Frank Bob Peterson’s office. Frank speaking.
Caller
Frank I’m afraid he’s out at the moment. Can I take a message?
Caller
Frank Could you repeat the number, please?
Caller
Frank Thank you Mr Jackson, I’ll make sure Bob gets this asap (as soon as
possible).
Caller
Frank Bye.
Student B (Caller)
Recept
ionist
Caller This is Peter Jackson. Can | have extension 342?
Recept
ionist
Frank
Caller This is Peter Jackson calling, is Bob in?
Frank
Caller Yes. Could you ask him to call me on 212 456-8965. | need to talk to

him about the Nuevo line. It’s urgent.
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Frank

Caller Yes, that’s 212 456-8965, and this is Peter Jackson.
Frank

Caller Thanks, bye.

Frank

Step 2. Translate the following into English and role-play the conversation.
Student A (Receptionist; Frank)

Recept Ané, ato pupma «Dpauk 311 bpazepe». Uem mory momous?
ionist
Caller
Recept Koneuno, MuHyTKY. S Bac coequHIoO. ..
ionist
Frank Oduc boba [Tutepcona, ropoput OpaHK.
Caller
Frank Bborocs, uto ero Het ceituac. [lepegats coobmienue?
Caller
Frank [ToBTOpHUTE HOMED, TOXKATYICTA.
Caller
Frank bnaronapro Bac, muctep JIxekcon. S mozabouyck, uyToOBI bOO
MOJTYYHJI 3TO HEMEJUICHHO.
Caller
Frank Jlo cBugaHus.
Student B (Caller)
Recept
ionist
Caller 3to [Mutep [xexcon. Coenunute, noxanyicra, ¢ Homepom 342.
Recept
ionist
Frank
Caller Oro [Turep Jxexcon. boo Ha mecte?
Frank
Caller Ja. Morau 6Bl BBl NMONPOCUTH €r0 NEPe3BOHUTH MHE Ha HOMEp
212 456-8965? MHe HyXHO ITOTOBOPHUTH C HUM O JIMHUU Hy3Bo. DTO cpouHO.
Frank
Caller 212 456-8965 u ato [Tutep JI>KeKcoH.
Frank
Caller Bbnaronapro Bac, 10 cBUIaHUS.
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Frank

5. Study the phone conversation.

Putting Someone Through
Receptionist: Jonson Wine Importers. Good Morning. How can | help you?
Caller: Could I speak to Mr Rowling, please?
Receptionist: Who’s calling, please?
Caller: This is Jack Brown from Lookout Vineyards.
Receptionist: Sorry, I didn’t get your name.
Caller: Jack Brown. That’s B- R- O- W- N.
Receptionist: Thank you. And where are you calling from?
Caller: Lookout Vineyards.
Receptionist: OK Mr Brown. I’ll try and put you through.
Caller: Thank you.
Receptionist: You’re welcome.
Now translate the following into English and role-play the dialogue.
Student A (Receptionist)

Recept Jlxoncon Yaitn Mmnoptepc. JoOpoe yrpo. Uem Mory nmomoun?
ionist

Caller

Recept IIpencraBprech, NOXKAIYHCTA.
ionist

Caller

Recept W3BuHUTE, 51 HE pacciublman Bamrero nmenu.
ionist

Caller

Recept Crnacu00. A oTKy/Ja BBl 3BOHHUTE?
ionist

Caller

Recept Xopomwo r-H bpays, g nonsitarock Bac coeIMHUATS.
ionist

Caller

Recept OO6pammaiitecs ere.
ionist

Student B (Caller)

Recept

ionist
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Caller S Mory noroBopuTh ¢ r-H Poynuarom?
Recept
ionist
Caller Oro ek bpayn us Jlykayr Baiiusaps.
Recept
ionist
Caller Jlxex bpayn. b-P-A-Y-H.
Recept
ionist
Caller Jlykayt Baiiusapns.
Recept
ionist
Caller Cmacu6o.
Recept
ionist

6. Study the dialogue, translate it and answer the questions below.

Ms Anderson (Jewels and Things sales representative): ring ring ... ring ring ... ring...
Secretary: Hello, Diamonds Galore, this is Maria speaking. How may | be of help to you
today?

Ms Anderson: Yes, this is Ms Janice Anderson calling. May | speak to Mr Franks, please?
Secretary: I’'m afraid Mr Franks is out of the office at the moment. Would you like me to take
a message?

Ms Anderson: Uhm... actually, this call is rather urgent. We spoke yesterday about a delivery
problem that Mr Franks mentioned. Did he leave any information with you?

Secretary: As a matter of fact, he did. He said that a representative from your company might
be calling. He also asked me to ask you a few questions.

Ms Anderson: Great, I’d love to see this problem resolved as quickly as possible.

Secretary: Well, we still haven’t received the shipment of earrings that was supposed to arrive
last Tuesday.

Ms Anderson: Yes, I’'m terribly sorry about that. In the meantime, I’ve spoken with our
delivery department and they assured me that the earrings will be delivered by tomorrow morning.

Secretary: Excellent, I’'m sure Mr Franks will be pleased to hear that.

Ms Anderson: Yes, the shipment was delayed from France. We weren’t able to send along
your shipment until this morning.
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Secretary: | see. Mr Franks also wanted to schedule a meeting with you later this week.

Ms Anderson: Certainly, what is he doing on Thursday afternoon?
Secretary: I'm afraid he’s meeting with some clients out of town. How about Thursday
morning?

Ms Anderson: Unfortunately, I'm seeing someone else on Thursday morning. Is he doing
anything on Friday morning?
Secretary: No, it looks like he’s free then.

Ms Anderson: Great, should | come by at 9?7
Secretary: Well, he usually holds a staff meeting at nine. It only lasts a half an hour or so. How
about 10?

Ms Anderson: Yes, 10 would be great.
Secretary: OK, I’ll schedule that. Ms Anderson at 10, Friday Morning... Is there anything else
I can help you with?

Ms Anderson: No, I think that’s everything. Thank you for your help... Goodbye.
Secretary: Goodbye.

Notes:
How may | be of help — This is a formal phrase used to show politeness. It means ‘Can I help

you?’
delivery — nocmaexa, docmaexa

delivery department - omoer oocmasku
to mention - VROMUHAMb
as a matter of fact — na camom oene

to resolve — pewiamsp (npobnemy)
shipment - 2py3, napmust moeapa
to assure — ysepsimo, ybexcoams

to delay — zaodeporcusamo
to schedule a meeting — nasnauums 6cmpeuy
to look like — kazamwbcs

unfortunately — K Hecuacmsio
to hold a staff meeting —nposooume  «onepamuexy, coop  compyoHuxos
to last — Onumubcs

1. Is Mr Franks available?
2. What information did Mr Franks leave for Ms Anderson?
3. What problems are there between the partners?
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4. s there a solution to the problem? What is it?
5. What are Mr Franks’ plans for Thursday afternoon?
6. Does Thursday morning meeting suit Ms Anderson? Why?
7. Mr Franks and Ms Anderson are meeting at 9, aren’t they?
8. How long does a staff meeting last?
7. Rewrite the following conversation to make it sound more polite.
Galaxy Galaxy Computers. What do you want?
Computers:
Michael | want to speak to Harris.
Jones:
Galaxy Who are you?
Computers:
Michael Jones. ABS Industries.
Jones:
Galaxy Who? What’s your name again?
Computers:
Michael Michael Jones.
Jones:
Galaxy He’s speaking with someone on his line. Want
Computers: to wait?
Michael No. Tell him I called, right?
Jones:
Galaxy No problem. Bye.
Computers:

31



8. Complete the conversation using the words and phrases in the box.

bad line call me Can | take a message? Could I speak to
dialled the wrong number hold put me through this is
you’re through engaged
o Rece Sales Department. Can | help you?
ptionist
Call Oh! I must have (a) Can you
er (b) to Customer Service, please?
Rece , - . .
o I’'m sorry, it’s a (c) . Did you say Customer Service?
ptionist
call Yes, that’s right.
er
Rece Just one moment. I'm sorry, but the line is (d) . Do
ptionist you want to (e) ?
call Al right.
er
o Rece %) oW,
ptionist
Call Hello. (g) the department
er manager, please?
Rece I'm afraid he’s mnot in the office this morning.
ptionist (h) ?
Call Yes, please. (i) George
er Smith. Could you ask him to (j) ?
o Rece Yes, of course. Goodbye.
ptionist
Call Bye.
er
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Now translate the following into English and role-play the dialogue.

Student A (Receptionist)

Recept Otnen npoaax. Yem Mory noMous?
ionist

Caller

Recept W3BuHuTE, T1UI0Xasg CBsA3b. BBl ckazanmm: «ciayxk0a MOIIepKKH
ionist norpeduTenein?

Caller

Recept Munytouky. M3BUHMTE, HO JIMHUA cedyac 3aHsaTa. Bbl Mogoxzaere,
ionist [OKa JTUHHS 0cBOOOAHUTCS? (= Bbl X0mume noooscoams?)

Caller

Recept Coequnsro.
ionist

Caller

Recept (Porocw) ero Her B oduce ceroaHs yTpoM. MHe mepeaatb emy
ionist coobOueHue?

Caller

Recept Ja, koneuno. /o cBunanus.
ionist

Caller

Student B (Caller)

Recept
ionist

Caller Oit! S, nomxHO ObITh, oOCT HOMepoM. He Moriu Ob1 Bel coeAnHUTD

MEHS$I CO CITYk00¥ moaep kKU noTpedurenei?

Recept
ionist

Caller Ja, Bce BepHO.

Recept
ionist

Caller Xoporio.

Recept
ionist

Caller 3npaBcTByiiTe. MOT'y s TOTOBOPUTH C MEHEDKEPOM OTemna?

Recept
ionist

Caller Ma, noxkanyiicra. 910 JIrxopmk Cmut. He Moryin ObI BbI TOMPOCUTH €T0
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IIEPE3BOHUTH MHE?

Recept
ionist

Caller Jlo cBumanus.

9. Study the dialogues.
Taking a Message #1
Receptionist: Janson Wine Importers. Good Morning. How can | help you?
Caller: Could I speak to Mr Adams, please?
Receptionist: Who’s calling, please?
Caller: This is Anna Beare.
Receptionist: Sorry, I didn’t catch your name.
Caller: Anna Beare. That’s B- E- A- R- E.
Receptionist: Thank you. And where are you calling from?
Caller: Sun Soaked Vineyards.
Receptionist: OK Ms Beare. I'll try and put you through. ... I’'m sorry but the
line’s busy. Would you like to hold?
Caller: Could I leave a message?
Receptionist: Certainly.
Caller: Could you tell Mr Adams that our shipment will be postponed and that the
200 cases ordered should arrive next Monday.
Receptionist: Shipment delayed ... arriving next Monday.
Caller: Yes, and could you ask him to call me back when the shipment arrives?
Receptionist: Certainly. Could you give me your number, please?
Caller: Yes, it’s 503-589-9087.
Receptionist: OK... I’ll tell Mr Adams that you called as soon as he’s available.
Caller: Thanks for your help. Goodbye.
Receptionist: Goodbye.

Taking a Message #2
Caller 1: Hello, how can I help you?
Caller 2: Hello. May I speak to John Bird?
Caller 1: I'm afraid he’s not in at the moment.
Caller 2: Oh dear! It’s an urgent order - we need five hydraulic pumps by 22 June. Could you take a
message?
Caller 1: Sure, just a moment let me get a pencil... OK. Could you tell me your name, please?
Caller 2: Yes, sorry. It’s Elena Moretti from Stern Hydraulics in Switzerland.
Caller 1: Right, I’1l take down the details and get John to contact you. Did you say five units?
Caller 2: Yes, the reference is SG 94321.
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Caller 1: SG 94321-five units.

Caller 2: Yes, that’s right. But the important thing is the delivery date - 22 June.

Caller 1: T don’t think that will be a problem.

Caller 2: Good, it’s for a new customer.

Caller 1: I see. Right, when John comes in, I’ll tell him immediately. Could you confirm the order by

e-mail?

Caller 2: Yes, of course.
Caller 1: Is there anything else?

Caller 2: I’ll leave my telephone number just in case he doesn’t have it. My cell phone number is 439

908 7754.

Caller 1: OK. That’s 439 808 7754.

Caller 2: No, it’s 439 908 7754.

Caller 1: Ah, sorry.

Caller 2: No problem. Thanks for your help. Good bye.
Caller 1: Good bye.

Now translate the following into English and role-play the situation.
Student A (Receptionist)

Recept Ho6poe yrpo. Komnanus bputum [lerponeym. Uem mory Bam momous?
ionist

Caller

Recept I'oBopuTe rpoMue. Bac mioxo CibIIIHO.
ionist

Caller

Recept A kTt0 310 3B0HUT? [IpencraBpTech, moxanyicra.
ionist

Caller

Recept A oTKyZna Bbl 3BOHUTE?
ionist

Caller

Recept Xopomo, r-H lBanoB. [1o kakomMy BOIIpocy BbI 3BOHUTE?
ionist

Caller

Recept Munytouky, coenuuso... K coxaneHuro nuHUS oTnena 3aHsATa. Bel
ionist Oymere KaaTh?

Caller

Recept r-H bpayna ceiiuac Het. [lepenats emy cooOmeHue?
ionist

Caller

Recept CexkyH104KY, 51 BO3bMY PYUKY... Jlukryiite.
ionist
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Caller

Recept Urak, 123789.
ionist
Caller
Recept Of1, u3BHUHUTE.
ionist
Caller
Recept Yro-uulbynp eme?
ionist
Caller
Recept Mo cBunanus.
ionist
Student B (Caller)
Recept
ionist
Caller 3npaBctByiite. COEIMHUTE C OTIETIOM JI0CTaBKH.
Recept
ionist
Caller OTxen 10CTaBKH, MOKATyHCTA.
Recept
ionist
Caller 310 denop MBanos.
Recept
ionist
Caller Kommanus bamuedTs. Poccust.
Recept
ionist
Caller DTO HacYET MOETO 3aKa3a.
Recept
ionist
Caller A MoOry s TIOTOBOPUTH TOTJa C MEHEIKEpOM MO TpojakaM — TI-H
bpaynom?
Recept
ionist
Caller Ha, moxanyiicra. Ckaxute, 4ToObI OH MHE Tepe3BOHWI. S OCTaBIto
CBOI HOMep TenedoHa, Ha ciTy4ail ecnu ero y r-Ha bpayHa Her.
Recept
ionist
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Caller Moii coToBbIit HOMep - 123456.
Recept
ionist
Caller Her, 123456.
Recept
ionist
Caller Bce B mopsiaxke.
Recept
ionist
Caller Her, cmacu6o. Beero xoporero.
Recept
ionist

10. A few common expressions are enough for most telephone conversations. Practise these

telephone expressions by completing the following dialogue using the words listed below.

Switchboard: Continental Equipment. Can | help you?

You: Could I Mr Wilson, please?

Switchboard: Putting you :

Secretary: Hello, Mr Wilson’s secretary. I help you?

You: , can you hear me? It’s a line. Could you up, please?
Secretary: IS THAT BETTER? Who’s , please?

You: This is Bob Brown from TST Systems.

Secretary: Oh, hello. How nice to hear from you again. We haven’t seen you for ages. How are

you?

You: Fine, thanks. Could you me to Mr Wilson, please?

Secretary: the line a moment. I’ll see if he’s in. I'm so sorry, I’m afraid he isn’t in the
at the . Could you give me your , and TI'll ask him to
you ?

You: 'm 495 3840. That’s London.

Secretary: Would you like to leave a for him?

You: No, thanks. Just tell him |

Secretary: Certainly. Nice to hear from you again.

You: I’ll expect him to me this afternoon, then. Thanks.
Secretary: You’re welcome.

number speak bad
office hold good bye
rang message can
speak to ring on
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call back speaking put through
hello moment through

11. Put the sentences below in the correct order. Some numbers have already been given to
help you follow the line of the conversation. Role-play the situation.

9 I’m afraid there’s no answer. Would you like to leave a message?
OK. It’s Wright, spelt W-R-1-G-H-T. And the first name’s Adel. That’s A-D-E-
L.

OK, Miss Wright.
Compact Systems. Good morning.
Good morning. Could | speak to Hillary Green?

11 If you give me your name, 1’11 tell her you’re going to call.
Thank you. One moment, please. I’'m putting you through now.
No, thank you. I’ll ring back later. What time do you think she’1l be in her office?
OK. T’ll call back after 2, then. Thank you.
It’s Mrs Wright, actually.
Goodbye.
OK, Mrs Wright.
Who’s calling, please?
The secretarial job advertised in last night’s paper.

16 So, what time should I call back?
Thank you.

5 Thank you. And what’s it in connection with?
My name is Adel Wright.
Goodbye.
She’ll definitely be in after lunch, at 2.

IIpakTHyeckoe 3a1anue 2
JOB INTERVIEW

‘It is unfortunate we can’t buy many business executives for what they are worth and sell them
for what they think they are worth.’
Malcolm Forbes (1919 — 1990), publisher of Forbes magazine

4. Study and summarize (in English or Russian) the following information about job
interviews.

First Impressions
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The first impression you make on the interviewer can decide the rest of the interview. It is
important that you introduce yourself, shake hands, and be friendly and polite. The first question is
often a ‘breaking the ice’ type of question. Don’t be surprised if the interviewer asks you something
like:

How are you today?
Did you have any trouble finding us?
Isn’t this great weather we 're having?

This type of question is common because the interviewer wants to put you at ease. The best
way to respond is in a short, friendly manner without going into too much detail. Here are some
examples of correct responses:

Interviewer: How are you today?

You: I'm fine, thank you. And you?

OR

Interviewer: Did you have any trouble finding us?
You: No, the office isn’t too difficult to find.

OR

Interviewer: Isn 't this great weather we 're having?
You: Yes, it’s wonderful. I love this time of year.

Here are some examples of incorrect responses:

Interviewer: How are you today?

You: So, so. I'm rather nervous actually.

OR

Interviewer: Did you have any trouble finding us?

You: As a matter of fact it was very difficult. 1 missed the exit and had to return via the
highway. | was afraid | was going to be late for the interview.

OR

Interviewer: Isn 't this great weather we 're having?

You: Yes, it’s wonderful. I can remember this time last year. Wasn't it awful! I thought it would
never stop raining!

Getting Down to Business

Once the pleasant beginnings have finished, it’s time to begin the real interview. Here are a
number of the most common questions that are asked during the interview. There are two examples of
excellent replies given for each question. Following the examples, you will find a comment describing
the type of question and important things to remember when answering that type of question.

Interviewer: Tell me about yourself.

Candidate: I was born and raised in Milan, Italy. | attended the University of Milan and received my
master’s degree in Economics. | have worked for 12 years as a financial consultant in Milan for
various companies including Rossi Consultants, Quasar Insurance and Sardi and Sons. | enjoy playing
tennis in my free time and learning languages.

Candidate: I’ve just graduated from the University of Singapore with a degree in Computers. During the
summers, | worked as a systems administrator for a small company to help pay for my education.

Comment: This question is meant as an introduction. Do not focus too specifically on any one

area. The above question will often be used to help the interviewer choose what he/she would like to
ask next. While it is important to give an overall impression of who you are, make sure to concentrate
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on work related experience. Work related experience should always be the central focus of any
interview (work experience is more important than education in most English speaking countries).

Interviewer: What type of position are you looking for?

Candidate: I’'m interested in an entry level position.

Candidate: I'm looking for a position in which I can utilize my experience.
Candidate: | would like any position for which | qualify.

Comment: You should be willing to take an entry level position in an English speaking
company as most of these companies expect non-nationals to begin with such a position. In the United
States, most companies provide many opportunities for growth, so don’t be afraid to start from the
beginning!

Interviewer: Are you interested in a full-time or part-time position?
Candidate: 1 am more interested in a full-time position. However, | would also consider a part-time position.

Comment: Make sure to leave open as many possibilities as possible. Say you are willing to
take any job, once the job has been offered you can always refuse if the job does not appeal to you.

Interviewer: Can you tell me about your responsibilities at your last job?

Candidate: | advised customers on financial matters. After | consulted the customer, | completed a customer
inquiry form and catalogued the information in our database. | then collaborated with colleagues to
prepare the best possible package for the client. The clients were then presented with a summarized
report on their financial activities that | formulated on a quarterly basis.

Comment: Notice the amount of detail necessary when you are talking about your experience.
One of the most common mistakes made by foreigners when discussing their former employment is to
speak too generally. The employer wants to know exactly what you did and how you did it; the more
detail you can give the more the interviewer knows that you understand the type of work. Remember to
vary your vocabulary when talking about your responsibilities. Also, do not begin every sentence with
“I”. Use the passive voice, Or an introductory clause to help you add variety to your presentation.

Interviewer: What is your greatest strength?

Candidate: I work well under pressure. When there is a deadline, | can focus on the task at hand (=current
project) and structure my work schedule well. | remember one week when | had to get 6 new customer
reports out by Friday at 5. | finished all the reports ahead of time without having to work overtime.

Candidate: | am an excellent communicator. People trust me and come to me for advice. One afternoon, my
colleague was involved with a troublesome customer who felt he was not being served well. | made the
customer a cup of coffee and invited both my colleague and the client to my desk where we solved the
problem together.

Candidate: I am a trouble shooter. When there was a problem at my last job, the manager would always ask
me to solve it. Last summer, the LAN server at work crashed. The manager was desperate and called
me in (=requested my help) to get the LAN back online. After taking a look at the daily backup, |
detected the problem and the LAN was up and running (=working) within the hour.

Comment: This is not the time to be modest! Be confident and always give examples. Examples
show that you are not only repeating words you have learned, but actually do possess that strength.

Interviewer: What is your greatest weakness?
Candidate: I am overzealous (=work too hard) and become nervous when my co-workers are not pulling
their weight (=doing their job). However, | am aware of this problem, and before | say anything to
anyone, | ask myself why the colleague is having difficulties.
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Candidate: I tend to spend too much time making sure the customer is satisfied. However, | began setting
time-limits for myself if I noticed this happening.

Comment: This is a difficult question. You need to mention a weakness that is actually a
strength. Make sure that you always mention how you try to improve the weakness.

Interviewer: Why do you want to work for Smith and Sons?
Candidate: After following your firm’s progress for the last 3 years, I am convinced that Smith and Sons are
becoming one of the market leaders and | would like to be part of the team.
Candidate: I am impressed by the quality of your products. | am sure that | would be a convincing salesman
because I truly believe that the Atomizer is the best product on the market today.

Comment: Prepare yourself for this question by becoming informed about the company. The
more detail you can give, the better you show the interviewer that you understand the company.

Interviewer: When can you begin?
Candidate: Immediately.
Candidate: As soon as you would like me to begin.

Comment: Show your willingness to work!
(From www.bogglesworldesl.com)

5. Imagine you have been invited for an interview. Here are some typical questions you can
be asked. Think them over beforehand and prepare your answers.

1. Say a few words about yourself.

2. Why did you apply for this job?

3. What do you think your strengths and weaknesses are?

4. We have a lot of applicants for this job, why should we employ you?
5. What has been your most valuable work experience?

6. How would you describe your personality?

1. When did you last lose your temper? Describe what happened?
8. What is more important to you: status or money?

9. What do you consider a fair salary?

10.  How long do you think you’d stay with us if you were employed?
11. What don’t you like about your current position?

12. Why do you want to leave your present job?

13. What makes you think you’d enjoy working for us?

14. Are you an ambitious person?

15. What are you most proud of having done in your present job?
16. What was the worst problem you have had in your present job and you solved it?
17. What is your worst fault and what is your best quality?

18. Don’t you think you’re a bit young/old for this job?

19. What are your long-term goals?

20. Describe your ideal boss.

21. How would you rate your present boss?

22. How do you feel about business trips?

23. How good are your computer skills?

24, What are your language skills like?

25. Do you have any questions?
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6. Role-play.

Fill in the forms below with information about a fictitious person or fictitious job. Act either an
employer or an employee. Mingle with other students and interview or be interviewed for the job.
Job applicants should try to find jobs and employers should find appropriate employees. The
employers must hire someone, even if no candidate is ideal.

Job Description

Name of company

Position offered

Salary

Job responsibilities

Qualifications required

Experience required

Further comments

Sample questions for employers:

- What is your qualification? / What qualification have you got?
- Have you got any work experience (in this field)?

- How long have you worked for your previous employer?

- What were your responsibilities in your previous job?

- Do you have any references from your previous employers?

Curriculum Vitae

Name

Date of birth

Address

Telephone

Marital status

Education and
qualifications

Work Experience

From: To: From: To:
Employer: Employer:
Responsibilities: Responsibilities:
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Interests:

References:

Sample questions for applicants:

- What are the responsibilities in this job?

- What qualifications are required for this job?

- What positions are vacant in your company?

- What is the salary? / How much will | get in this job/position?
- Do | need to have any experience?

7. Discuss the following questions.

1 If you could choose any job in the world, what would you choose? Why?
2. Can you think of any jobs that you would particularly hate to do? Why?
3

Which of the following statements do you agree with?
Men and women are both equally capable of doing any job.
- There are a number of jobs that women are naturally better suited to than men.
- There are a number of jobs that men are naturally better suited to than women.

4. Look at these factors to do with the quality of a job. Which do you think are very important,
quite important, not very important or not important at all? Put the factors in order of priority for you
starting with the most important one. Compare with other students.

- level of stress

- hours/ flexible working hours

- how much responsibility you have

- your colleagues

- how much holiday you get

- physical conditions of the work place

- salary

- how much variety there is

- opportunity to be creative and innovative

- good relation with boss

- job security

- travelling distance (from home to work)

Kpurepum oneHku

Kpurepnii «HeynosierBopures | «YI10BJIEeTBOPHTE «Xopoio» «OTan4HO»
bHO» bHO»
1. CootBerctBue | He cooTBETCTBYIOT YactnuHo IIpeumymectBe | COOTBETCTBYIOT
peleHus COOTBETCTBYIOT HHO
chopmynupoBaH COOTBETCTBYIOT
HBIM 3aJ1a4aM
2.CreneHb Pemenne orcyrcrByer | B pemenun B pemenun Pemenne nano
MIOJIHOTBI U umerotes 3 u 6onee | umerorcs 1-2 BEPHO U
IIPaBUIILHOCTh OIINOKHU OIINOKHU ITOJTHOCTBIO
pelieHus (Jorngeckue,
3aJla4H. IIPAKTUYECKHE,
TEOPETUYECKHE)
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3. CreneHn 000CHOBaHHE 000CHOBaHHE 000CHOBaHHE 000CHOBaHHE
000CHOBAaHHOCTH | OTCYTCTBYET WU COJICPKUT OITUOKU | MPOBEJICHO C MIPOBEJICHO
(aprymeHTarus COJICPKUT TpyObIe Y4E€TOM YacTH BEpHO Ha
crocoba OLIMOKHU MaTEepUajoB OCHOBE
perieHus 3a7a4H, MIPEA0CTaBIICHH
3a/1a4m). npodeccnoHalb | BIX MAaTEPUAIOB
HBIX 3HAHUH U 3a7a4H,
uH(popManuu npodeccuoHanb
HBIX 3HAaHUH B
uHpOopMauu

9.4 MeTtoanueckue MaTepHaJIbl, ONpeNe/silONIe MPOUeIypPbl OLEeHMBAHUS 3HAHUH, YMEHWIi,
HABBIKOB M (MJIM) ONbITA [AeATEJbHOCTH, XAPAKTEPU3YWINMX ITanbl (POPMUPOBAHUS
KOMIIeTeHIINH

OIIGHI/IBaHI/IC 3HaHI/II71, YMGHI/If/'I, HaBBIKOB M OIIbITa ACATCIBHOCTH IIPOBOAATCA Ha OCHOBC
CBCIICHUH, TNPHBOAUMBIX B MATPHUIIE COOTBETCTBUS OLEHOYHBIX CPEACTB 3alUIAHHPOBAHHBIM
pe3ysibTataM O0ydeHUsI.

[lenb TEKyIIEro KOHTPOJS YCIEBAEMOCTH MO YYeOHBIM TUCIUIUIMHAM B CEMECTpE — MpOBEpKa
npuoOpeTaeMbIX OOydYalOUIMMHCS 3HAHWHA, YMEHHWH, HABBIKOB B KOHTEKCTE (OPMHUPOBAHUS
YCTAHOBJICHHBIX 00pA30BaTEIbHON MPOrpaMMON KOMIIETEHIIMIA B TEYEHHE cemecTpa. TeKymmi
KOHTPOJIb ~ OCYIIECCTBIISICTCS 4Yepe3 CHUCTEMY OILICHKH IIperojaBaTejeM BCeX BHIOB pPaboOT
00YyJarOIIUXCS, TPETYCMOTPEHHBIX paboueH MporpaMMoil TUCIUILTHHBI U YY€OHBIM TIAHOM.

[TpoMexxyTouHass artecTanusi OOYYArOIIMXCS MPEAyCMaTpUBAET OICHUBAHUE pPE3yJIbTAaTOB
OCBOCHUS JIMCIMIUIMHBI MOCPEJACTBOM HCIBITaHUS B (hopMme dKk3aMeHa (3auera). [IpomexyTounas
arrecTanuus NpOBOJUTCA B KOHIC M3YUCHHUA AUCHUIIIINHBI.

Pa3pabotanHbiii HOH]T OIICHOYHBIX CPEACTB TEKYIIETO KOHTPOJIS U MPOMEXKYTOYHON aTTeCTalluu
UCIONIB3YETCSl JUISl OCYIIECTBIIEHUS KOHTPOJIbHO-U3MEPUTEIbHBIX MEPONPHUSITHH U  BBIPaOOTKU
00OCHOBAHHBIX YIPABISAIONMX W KOPPEKTHPYIOUIMX JCHCTBUH B Tpolecce NpUOOpeTeHUs
oOy4armuMucs HEOOXOAMMBIX 3HAaHWM, YMEHUH W HaBBIKOB, ()OPMHUPOBAHMSI COOTBETCTBYIOIIMX
KOMIICTEHIIMI B PE3YJIbTATe OCBOCHHUSI TUCIIUILIIMHBL.

10. METOIUYECKHUE VYKA3ZAHUA JId OBYYAIOIIUXCA 110
OCBOEHHUIO JTUCHUIIJIMHBI
OCHOBHBIMU BUJAMH pPaOOTHI CTYIEHTOB SIBJISIFOTCS JIEKIIMH, MPAKTHUYECKHE (CEMHHApPCKUE)
3aHATHSI, TIOATOTOBKA U 3alllUTa KYpPCOBBIX padoOT, BBIOJIHEHHE Ja0OpAaTOPHBIX pabdoT U
caMoCTOsTeNIbHAas paboTa (MpU HATMYUKA COOTBETCTBYIOUIUX BUIOB paOOTHI B yUeOHOM IUTaHE).

10.1 Metoanyeckue ykKa3zaHHusl AJsl O0YyYAKOUIUXCHA MO OCBOEHHIO TUCIHUILIHHBI s
MOATOTOBKH K NMPAKTHYECKUM (CEMHHAPCKHUM) 3aHATHAM

[IpakTnueckue 3aHATHS MO3BOJIIOT pa3BUBaTb y CTYAEHTOB TBOPYECKOE TEOPETUUECKOE
MBILUIEHHE, YMEHHE CaMOCTOSITEIbHO M3ydaTh JIUTEPATypy, aHAJTU3UPOBATH MPAKTHUKY; y4aT UYETKO
(GbopMynUpOBaTh MBICIb, BECTH AMCKYCCHIO, TO €CTh MMEIOT HCKJIIOYHUTEIBHO Ba)KHOE 3HAYECHUE B
pPa3BUTHUH CAMOCTOSITENILHOTO MblIIUIeHUsl. HauumHas NOATOTOBKY K CEMHHApCKOMY 3aHSATHIO,
HE00X0/IMMO, TpeXae Bcero, oOpaTUTh BHUMAHME HA CTPAHUIBl B KOHCIEKTE JIEKLUH, pa3Jielbl
Y4eOHMKOB M Y4€OHBIX MOCOOWMH, KOTOpPHIE CIIOCOOCTBYIOT OOIEMYy MpPEACTaBICHUI0 O MECTe U
3HaYeHUU TE€Mbl B U3y4aeMOM Kypce. 3aTeM cienyeT MmopadoTaTh ¢ JOMOJHUTEIbHON JUTEpaTypoi,
cAenaTh 3alHMCHU IO PEKOMEHJIOBAaHHBIM MCTOYHHUKAM. [loAroToBka K CEMHHAPCKOMY 3aHSTHUIO
BKJIIOYAeT 2 3Tana: 1i — opraHu3aivoHHbIN; 21 - 3aKperIeHne U yriyOleHne TeOpeTUIeCKUX 3HAaHUH.
Ha mnepBoM »3Tame CTyAEHT IUIAHMPYET CBOIO CaMOCTOSATENbHYIO pPabOTy, KOTOpas BKIIOYAET: -
ySCHEHUE 33JaHusl HA CaMOCTOSATENIbHYIO paboTy; - moadop pPEKOMEHJOBAaHHOM JIMTEPATyphl; -
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COCTaBJICHHE IIJIaHa PabOThI, B KOTOPOM OIPENENAIOTCS OCHOBHBIE ITYHKTHI PEACTOSIIEH MOATOTOBKH.
CocraBneHne IIaHa JUCHUILIMHUPYET W TIOBBIIAET OPraHW30BaHHOCTH B pabore. Bropoit stanm
BKJIIOYAET HEIMOCPEJCTBEHHYIO MOJATOTOBKY CTYACHTa K 3aHATHI0. HaunHaTh HaAm0 C U3ydeHUs
PEKOMEHIOBaHHOM JTepaTypbl. HE0OX01MMO IIOMHUTB, YTO HA JIEKIUU OOBIYHO paccMaTpuUBaeTCs HE
BECb MaTepuall, a TOJbKO ero 4yacTb. OcTalpHas €ro 4acTh BOCHOJHSAETCA B IIpolecce
CaMOCTOATENFHON paboThl. B cBs3u ¢ 3TUM paboTa ¢ peKOMEHIOBAaHHOHN JINTEPAaTypol oOs3aTenbHa.
Ocoboe BHMMaHUE IpPH ATOM HEOOXOAMMO OOpaTUTh HA COAEP)KAHWE OCHOBHBIX IOJIOKEHUH |
BBIBOJIOB, OOBSICHEHHE SBJICHUI U (HaKTOB, YSICHEHUE NMPAKTUIECKOTO MPHIOKEHUS PACCMaTPUBACMBIX
TEOPETUYECKHX BONPOCOB. B mpomecce 3Toil pabOThl CTYAEHT JODKEH CTPEMHUTHCA TOHSATh U
3alIOMHUTh OCHOBHBIC ITIOJIOKCHHS PAcCMaTpHBAEMOro MaTepHaia, MPUMEpHI, MOSCHSIOIUE €ro, a
TaKXke pa3o0paTbcsi B WIUTIOCTPATUBHOM MaTepHalie. 3aKkaHYMBaTh NOJATOTOBKY CJIEAYET COCTaBICHUEM
wiaHa (KOHCHEKTa) 10 H3y4aeMOMYy Marepuany (BOMpOCy). OTO TMO3BOJSIET COCTAaBUTH
KOHIICHTPUPOBAHHOE, C)KAaTOe IMpEeJCTaBlICHHE 10 M3y4aeMbIM BOIpocaM. B mporiecce MOATOTOBKU K
3aHATUSAM PEKOMEHIYeTCsS B3aUMHOE OOCYXKICHHE MaTepHana, BO BPEMsI KOTOPOTO 3aKpEIUISIOTCS
3HaHUS, a TaKKe IMPHOOpPETaeTCs MPAaKTUKAa B M3JIO0KEHUU W PAa3bICHEHUH IIOJYYCHHBIX 3HAHHIA,
pa3BuBaeTcs peub. [Ipy HE0OXOIMMOCTH cieayeT oOpamaThCs 3a KOHCYIbTAEH K MPEroIaBaTeto.
Vs Ha KOHCYJIBTAIMIO, HEOOXOIMMO XOPOIIO MPOyMaTh BOIMPOCH], KOTOPBIE TPEOYIOT pa3bsCHEHHUS.
B Hauaie 3aHSATHA CTYICHTHI IOJ PYKOBOJCTBOM IperojaBareis Oojee TryOOKO OCMBICIHBAIOT
TEOPETUYECKHUE MOJIOKEHHS MO0 TEeME 3aHSATHS, PACKPBIBAIOT M OOBACHSIIOT OCHOBHBIC ITOJIOKEHUS
nyOJMYHOTO BBICTYIUICHHUS. B mpolecce TBOpUECKOro OOCYXIEHHS W JUCKYCCHH BHIpaOaThIBAIOTCS
YMEHHUSI W HaBBIKM HCIIOJNB30BaTh TNPHOOPETCHHBIE 3HAHUS [UIA DPAa3IUYHOTO POAAa OpPATOPCKOM
NEeSITeIbHOCTH. 3allUCH UMEIOT NEPBOCTEIIEHHOE 3HAUCHHE JJISi CAaMOCTOSITEIbHON paboThl CTYCHTOB.
OHHM TMOMOTalT TOHATH TOCTPOCHHE HM3YyYaeMOTO MaTephalia, BBIACITUTh OCHOBHBIC MOJIOKEHHS,
NPOCIEIUTh MX JIOTHKY M TeM CaMbIM IPOHUKHYTh B TBOPUYECKYIO JIabopaTopuio aBropa. Bemenue
3anMceil CrnocoOCTBYET MPEBpAIEHUIO YTEHWS B AKTHUBHBIA IPOIECC, MOOWIIHM3YeT, Hapsay co
3pUTENbHONH, U MOTOPHYIO MaMsATh. CleayeT HNOMHUTb: y CTYJEHTa, CUCTEMAaTHYeCKHU BEAYIIEro
3aIlMCH, CO3/IAeTCsl CBOM WHAWBUIYAIBHBIA (POH MOJACOOHBIX MaTEPUAIIOB Uil OBICTPOTO MOBTOPEHUS
POYUTAHHOTO, JUII MOOMIIN3ALMU HAKOIUIEHHBIX 3HaHUH. OCOOEHHO Ba)KHBI U TOJIE€3HBI 3alMCH TOT'/1a,
KOTJJa B HUX HAaxOIiT OTPaXKCHHWE MBICIH, BO3HUKIIME IPH CAMOCTOSTENbHOW pabote. BaxHO
pa3BUBaThb yMEHHE COINOCTaBIATh WCTOYHHMKM, TPOJYMBIBATh HM3ydaeMblii Marepuan. bosbiioe
3HaYCHHE WMEET COBEpIICHCTBOBAHWE HABHIKOB KOHCIEKTHpOBaHMs. llpenogaBarens MOKET
PEKOMEH/I0BaTh CTYJIEHTaM CIIeAYIOIIMEe OCHOBHBIE (POPMBI 3alMCHU: IUIaH (MIPOCTON M pa3BEPHYTHIIN),
BBINKCKH, TE3UCHI. Pe3ybTaThl KOHCIIEKTHPOBAHUS MOTYT OBITh TPE/ICTABICHBI B PAa3JIMYHBIX (OpMax.
[Inan — 3TO cxema MPOYMTAHHOI'O MaTepuana, KpaTKUil (Miau HoApoOHBINH) HepedeHb BOIPOCOB,
OTPaXAIOUIUX CTPYKTYPY U MOCIIEI0BATEIbHOCTh MaTepHaia. [101poOHO cocTaBIEeHHbIH IUIaH BIIOJHE
3aMeHsieT KOHCHEKT. KOHCHEeKT— 3TO CHUCTeMaTHU3UpOBAaHHOE, JIOTUYHOE W3JIOKEHHE MaTepualia
UCTOYHUKA. Pa3nuyaroTcst 4eTeipe TUIIAa KOHCTIEKTOB!

[TnaH-KOHCIIEKT — 3TO pa3BEPHYTHIM JETANU3UPOBAHHBIN IJIaH, B KOTOPOM JOCTaTOYHO MOJPOOHBIE
3aITUCH MTPUBOISITCS TIO TEM ITyHKTaM TUIaHa, KOTOPBIE HY)KJAIOTCS B TTOSICHEHHH.

TexkcTyanbHBIE KOHCIEKT — 3TO BOCHpPOM3BEAECHHE HauOojiee BaKHBIX MOJOXKEHUH U (HakToB
HCTOYHUKA.
CBOOOAHBIM KOHCHEKT — 3TO YETKO M KpaTKo c(hOopMyIupOBaHHbIE (M3JI0KEHHbIE) OCHOBHBIE

MOJIOKEHUSI B pe3yjbpTaTe TNIyOOKOTO OCMBICIMBAHHMS MaTepuaja. B HeM Morytr mpucyTcTBOBaTh
BBINKCKH, IIUTATHI, TE3UCHI; YaCTh MaTepUana MOXKET OBbITh Mpe/ICTaBIeHA IJIAHOM.

Tematnueckuil KOHCIIEKT — COCTaBIISIETCS HA OCHOBE M3Y4YEHHs psijia HCTOUYHUKOB U JlaeT Oojee Win
MEHee UCUEPIIbIBAIOIIMI OTBET M0 KaKOW-TO cxeme (BOIpocy).

BBuay Tpya0eMKOCTH TOATOTOBKH K CEMHUHAPY CIEAYyeT NPOAyMaTh alrOPUTM JEHCTBUM, €Ile pa3
BHUMATEJIbHO MPOUYUTATh 3alUCU JIEKUUH U YK€ TOTOBBIM KOHCIIEKT IO TEME CEMUHAapa, TIIATEIBHO
IIPOJIyMaTh CBOE YCTHOE BBICTYILICHHUE.

Ha cemunape Kaxnplii €ro y4YacTHHUK JOJDKEH OBITh TOTOBBIM K BBICTYIUIGHHIO MO BCEM
IIOCTABJICHHBIM B IUIaHE BOINPOCAM, IPOSBIATh MAKCUMAJIBHYIO AKTMBHOCTb IIPH UX PACCMOTPEHUHU.
BricTymiieHre JOKHO CTPOUTHCS CBOOOAHO, yOeAMTENbHO M aprymMeHTHpoBaHo. HeoOxomaumo
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CIIEINTh, YTOOBl BBICTYIUICHME HE CBOJWIOCH K PENpPOIYKTHMBHOMY YPOBHIO (IIPOCTOMY
BOCITPOM3BEJICHUIO TEKCTa), HE JOMYCKaTh M MPOCTOE YTeHHE KOHcekTa. HeoOxommmo, dTOOBI
BBICTYMAIOUINIA MPOSBISUI COOCTBEHHOE OTHOIIEHHE K TOMY, O YeM OH TOBOPHT, BBICKAa3bIBAI CBOE
JMYHOE MHEHHUE, IOHUMaHHEe, 0OOCHOBBIBAJI €0 U MOTI CZEIaTh IPaBUIbHbBIE BBIBOABI U3 CKA3aHHOTO.
[Ipy sTOoM BO3MOXKHO oOOpamaTbcs K 3aMUCSAM KOHCIIEKTa M JIEKUWH, HEMOCPEACTBEHHO K
NEPBOMCTOYHUKAM, HCIOJIb30BATh 3HAHHWE XYJIO0’KECTBEHHOM JMTEpaTypbl M HCKycCTBa, (aKThl U
HaOJIOICHUSI COBPEMEHHOM JKU3HU U T. 1. BOKpPYr Takoro BBICTYIUICHHS MOTYT pa3ropeThesi CHOPHI,
JUCKYCCHM, K YYaCTHIO B KOTOPBIX JOJKEH CTPEMHUTbCA KaKIbli. BeICTynieHus ApYrux CTyIEHTOB
HE00X0/IMMO BHUMATEIBHO U KPUTUUECKU CIyIIaTh, TIOJMEYaTh 0COOCHHOE B CYXKICHHUSAX CTYICHTOB,
yJIaBIMBATh HEAOCTATKU U OMIMOKU. [Ipu 3TOM 0OpaTuTh BHUMAHUE HA TO, YTO €llle He ObLIO CKa3aHo,
WIN TIOJ/IEPKaTh U Pa3BUTh MHTEPECHYIO MBICIIb, BBICKa3aHHYIO BBICTYIAIOIIUM CTyIeHTOM. V3ydyeHnune
CTYAECHTaMHM (aKTHUECKOro MaTepuayia M0 TeMe IPAKTUYECKOI'O 3aHATHS JOJKHO OCYILECTBIISATHCS
3a0maroBpemenHo. [loa (akTHueckuM MaTepuanoM CiIeayeT MOHUMATh CIEIHATbHYIO JIUTEPATYPy 1O
TEME 3aHATUS, CUCTEMY HOPMATHUBHBIX IIPAaBOBBIX AaKTOB, a TaKXe CyJeOHYyI0 MpPaKTUKY [0
paccmarpuBaeMbiM 1npobOnemaMm. Ocoboe BHUMaHHE cleAyeT OOpaTuTh Ha JIUCKYCCHOHHBIE
TEOPETUYECKHE BONPOCHl B CUCTEME 3€MEJILHOIO MPaBa: U3yYUTh PA3JIMYHbIE TOYKU 3PEHUS BEAYLIUX
yUEHBIX, O0003HAUYNUTh TPOTUBOPEYHS COBPEMEHHOTO 3€MENBHOr0  3aKoHoJaTenbcTBa. s
cUCTeMaTH3allud OCHOBHBIX IOJIOXKEHUH 10 TeMe 3aHATHS PEKOMEHIYETCsl COCTABJICHHE KOHCIIEKTOB.
OOpaTuTh BHUMaHHUE HA:

-COCTaBJICHME CIIMCKAa HOPMATHUBHBIX INPABOBBIX AaKTOB M y4yeOHOM M Hay4yHOH JMTEpaTypsl 1O
M3y4aeMoil TeMe.

- 3yuenue u aHanu3 BEIOpPAaHHBIX HCTOYHHUKOB.

- 3ydyenne n aHanu3 cyieOHON MPAKTUKHU 110 JAHHOW TeMe, MPEICTaBICHHON B HH(POPMAITMOHHO-
CIPAaBOYHBIX NTPABOBBIX AJIEKTPOHHBIX cucTeMax «KoHcynbranTllntoc» nim apyrux.

- BrimonHeHne mNpenrycMOTPEHHBIX MPOTPaMMON 3aJaHUi B COOTBETCTBHU C TEMAaTHYECKUM
TUTAaHOM.

- Boiienenue HamOosee CIOXKHBIX M IPOOJIEMHBIX BONPOCOB IO M3ydaeMoOMl Teme, IMOJIydeHHe
pa3bsCHEHUM M peKOMEHJAalMi MO JaHHBIM BOIpOCaM C MpernojaBaTelsiMU Kadeapbl Ha HX
€XKEHe/IeTTbHBIX KOHCYIJIbTAIHSIX.

- [IpoBenieHre CaMOKOHTPOJIS TyTEM OTBETOB HA BONPOCHI TEKYIIET0 KOHTPOJIS 3HAHUH, pelIeHus
IPEJICTABICHHBIX B Y4Y4EOHO-METOAMYECKMX MaTepuanax Kadeapbl 3aaad, TECTOB, HaNHUCaHUs
pedepartoB U 3cce Mo OT/ENbHBIM BOIPOCAM H3y4aeMOil TEMBI.

CeMuHapcKue 3aHATHS 3aBEpLIAIOT U3ydeHUE HamOojee BaXKHBIX TEM y4E€OHOW TUCIUIUIMHBI.
OHM ciyXaT A7 3aKperyieHus U3y4yeHHOIo MaTepuana, pa3BUTUS YMEHUH M HaBBIKOB MOATOTOBKH
JIOKJIQJIOB, COOOIICHWH, TPUOOPETEHHsT ONbITa YCTHBIX ITyOJMYHBIX BBICTYIJICHUH, BEICHUS
JUCKYCCHM, AapryMEHTallMd W 3alllUThl BbIIBUTaeMbIX TIOJOXEHHUH, a Takke JUid KOHTPOJIA
IpernojaBaTesieM CTENEeHU MOATOTOBICHHOCTH CTYIEHTOB 110 U3y4aeMOM TUCIUIUINHE.

CemunHap mnpeanosaraeT cBOOOAHBII 0OMeH MHEHUsSMH 1o wu30paHHOM Temaruke. OH
HAUMHAETCS CO BCTYNHUTEIBHOTO CJIOBA IMpernojaBaTelis, (OpMyIUpYIOUIEro IeNlb 3aHATHS U
XapaKTEPU3YIOIEro €ro OCHOBHYIO MTPOOJIeMaTuKy. 3aTeM, KaK MpaBUIIo, 3acIyIIMBAIOTCS COOOIEHUS
cTyneHToB. OOCyXJeHHe COOOIIEHHS COBMEIIAETCS C PAacCCMOTPEHHMEM HAMEUYEHHBIX BOIIPOCOB.
Coo0menus, mpeamnojaralolie aHaiu3 MNyOJauKalmMid 1O OTIENbHBIM BOIPOCAaM CEMHUHapa,
3acIylmIMBaIOTC OOBIYHO B cepeanHe 3aHsATHSA. [loomipsieTcs BBIIBHKEHHE U 00CYXKIEHUE
QIbTEPHATUBHBIX MHEHHUN. B 11eM15X KOHTPOJIS MOATOTOBIEHHOCTH CTYJICHTOB U IPUBUTHS UM HABBIKOB
KpPaTKOro NMUCHMEHHOTO H3JI0KEHUSI CBOMX MBICIEH IPEToAaBaTeNlb B X0/ CEMHHAPCKUX 3aHITHH
MOYKET OCYIIECTBIIATh TEKYIIHIA KOHTPOJIb 3HAHUI B BHJIE TECTOBBIX 3aJ[aHUH.

[Ipy TOATOTOBKE K CEMHHapy CTYISHTHI HWMEIOT BO3MOYKHOCTh  BOCIIOJIB30BaThCS
KOHCYJIbTAllMsIMU TIpenofaBareis. Kpome ykazaHHBIX TeM CTYAEHTHI BIpPaBe, MO COTJIACOBAHHUIO C
npernoiaBaTeneM, H30MpaTh U APYrue HHTEPECYIONIHE UX TEMBI.

KayectBo yueOHOW pabOThl CTYAEHTOB NpENojaBaTelb OLEHUBACT B KOHIIE CEMHUHapa,
BBICTaBIISAs B pabounil )KypHai Tekymue oueHKU. CTyIeHT UMEeeT PaBO O3HAKOMUTHCS ¢ HUMH.
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10.2 MeToauyeckne yKa3aHus A8 O0y4alIIMXCS 1O OCBOGHHMIO THCHMIIMHBI JIs1
CaMOCTOSITEJIbHOM PadoThI

CamocrosTenbHas paboTa CTyAEHTa SBISIETCS OCHOBHBIM CPEJICTBOM OBJAJICHHS y4eOHBIM
MaTepHajIoM BO BpeMs, CBOOOJHOE OT 00s3aTeNbHbIX YUEOHBIX 3aHATHH. YUeOHbI MaTepuan yueOHoH
JUCHUTUTMHBL, TTPEIyCMOTPEHHBIH pabodnM y4eOHBIM IJIAHOM JJIsl YCBOCHHS CTYJSHTOM B IpoIiecce
CaMOCTOSITENIbHOW PAa0OThl, BBIHOCUTCS HAa WTOTOBBIM KOHTPOJIb HapsAy C Y4e€OHBIM MaTepHasoM,
KOTOPBII pa3pabaTeiBajicsi MpU TMPOBEIACHWU Y4eOHbIX 3aHATHH. Copep’kaHHe CaMOCTOSTEIbHON
paboThI CTy/IEHTA OIpeseNnseTcsl yueOHOH nIporpaMMoil AUCHUILUIMHBIL, METOAUMYECKUMH MaTepUaIaMH,
3aJaHUsIMUA M yKa3aHUsAMH mpernonaBatens. CaMocTosTenbHas padoTa CTyIEHTOB OCYIIECTBISETCS B
ayJUTOPHOM M BHeayauTopHOU (opmax. CamocTosTeNnpHas paboTa CTYAEHTOB B ayIUTOPHOE BpeMs
MOJKET BKJIIOYATh:

— KOHCIIEKTHPOBaHUE (COCTABJICHHE TE3UCOB) JIEKLIUH;

— BBIIIOJIHEHUE KOHTPOJIBHBIX padoT;

— pelIeHue 3ajady;

— paboTy CO CIIPaBOYHOUN M METOIUICCKON JTUTEPATYPOIA;

— paboTy ¢ HOPMATUBHBIMU MPABOBBIMH aKTaMHU;

— BBICTYIUIEHMS C JOKJIaJJaMH, COOOIIEHUSIMA Ha CEMUHAPCKUX 3aHATUSAX;

— 3alIUTY BBIIOJIHEHHBIX paboT;

— ydacTue B OllepaTUBHOM (TEKYILEM) OIIPOCE MO OTIEIbHBIM TEMaM U3y4yaeMOW JUCIUILINHBL,

— ywactue B coOecell0OBaHMAX, JENOBBIX (POJIEBBIX) HUIpax, IUCKYCCHUSX, KPYIVIBIX CTOJAX,
KOH(EepEHIIHSAX;

— y4yacTue B TECTUPOBAHHUHU U JIp.

CamocrosTenpHas paboTa CTyIEHTOB BO BHEAYTUTOPHOE BPEMSI MOKET COCTOSITh H3:

— IOBTOpPEHUE JICKL[MOHHOI'0 MaTepHasa;

— [IOATOTOBKH K CEMHUHapaM (IIPaKTUYECKUM 3aHATHIM);

— U3y4eHHs yueOHON ¥ Hay4HOH JTUTepaTyphl;

— W3Y4YEeHMs] HOPMATHUBHBIX [TPABOBBIX AKTOB (B T.U. B 3JIEKTPOHHBIX 0a3ax JaHHbBIX);

— pelleHus 3a]a4, BbIIaHHBIX HA PAKTHUYECKUX 3aHATHIX;

— MMOATOTOBKH K KOHTPOJIBHBIM paboTaM, TECTUPOBAHUIO U T.1.;

— HOJTOTOBKM K CEMUHAapaM YCTHBIX JOKJIaI0B (COOOIIEHUI);— MOAroTOBKU pedeparoB, rcce U
MHBIX UHIMBUYyaJbHBIX TUCHbMEHHBIX PpabOT MO 3aJJaHUIO0 MPEIo1aBaTes;

— BBINOJIHEHUS KYPCOBBIX paboT, MPETyCMOTPEHHBIX YU€OHBIM IJIAHOM;

— BBINIOJIHEHUS BBIITYCKHBIX KBAIM(UKAIIMOHHBIX padoT U JIp.

- BBbIJICJIEHUE HaubOosiee CIOXKHBIX W MPOOJIEMHBIX BOIPOCOB MO HM3y4aeMoOil Teme, MOJIydeHue
pa3bsACHEHUN W pEeKOMEHJalui 10 JaHHBIM BOIpOcaM C IMpernojaBaTesssMu Kadeapbl Ha UX
€KECHEIENIbHBIX KOHCYJIbTAlUAX.

- NIPOBEJIEHUE CAMOKOHTPOJISI IIyTEM OTBETOB HA BOIPOCHI TEKYIIETO KOHTPOJIS 3HAHUH, pEIICHUs
NPEJCTAaBICHHBIX B Yy4eOHO-METOJMUYECKUX Marepuanax Kadeapbl 3ajgady, TECTOB, HalMCaHUS
pedepartoB U 3cce MO OTIEIbHBIM BOMPOCaM U3y4aeMON TEMBI.

10.3 MeToanueckue yKa3zaHus [Jsi OOy4amoIIHXcsl MO0 HAMUCAHUIO pedepaToB U
JOKJIA/I0B
Lenbto HanMcaHus pedepaToB SIBISIETCA:
- TpPUBUTHE CTYJCHTaM HaBBIKOB OHOIMOrpaMueckoro MOUCKAa HEoO0XOAUMOH
auTepaTypsl (Ha OyMaskHBIX HOCUTENSX, B AJIEKTPOHHOM BUJE);

NPUBUTUE CTYJCHTAaM HABBHIKOB KOMIAKTHOTO M3JIO)KEHUS MHEHHMsS aBTOPOB M CBOETO
CYXXJICHUS TI0 BBIOpaHHOMY BOTIPOCY B IMUCbMEHHOH )OpMe, HAYIHO TPaMOTHBIM SI3BIKOM U B XOPOIIIEM
CTHIIE,;

- npuoOpeTeHHe HaBblKa TI'PAMOTHOTO O(OPMIIEHUS CCBHUIOK Ha HCIHOJb3yeMble
UCTOYHHUKH, IPABUIIHOTO IIUTUPOBAHUS aBTOPCKOTO TEKCTA;
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- BBUBICHME U pa3BUTHE Yy CTYACHTa HMHTEpeca K ONPENCICHHOM HAay4dHOH H
NPaKTUYECKOM MpoOjJeMaTuKe ¢ TeM, 4TOObl MCCIEJOBAHHWE €€ B JaJbHEHIIEM IpPOAOIKAIOCh B
MOJATrOTOBKE M HAITMCAHUU KYPCOBBIX U TUTUIOMHOM paboThI M JaTbHEHITNX HAYYHBIX TPYyaax.

OcHOBHBIE 331a4M CTYJEHTA IPU HaNMcaHUM pedepara:

- ¢ MaKCHMAJIbHOH IMOJHOTOM HCMOJB30BaTh JUTEPATYypy IO BHIOpaHHOHN Teme (Kak
PEKOMEH/IYEMYI0, TaK U CaMOCTOSTENIHO MOJO0OPaHHYI0) AJIS MPAaBUIIBHOTO IOHMMAaHUS aBTOPCKOMN
NO3ULUY;

- BepHO (0e3 MCcKakeHHs CMBbICia) IiepeiaTh aBTOPCKYIO MO3ULIUIO B CBOEH paboTe;

- YACHUTH JUIA ce0sl M M3JI0KUTh MPUYMHBI CBOETO COTJIAcUs (HECOTTIacHsl) C TeM WU
MHBIM aBTOPOM I10 JaHHOH mpobiieme.

TpeboBaHus K COIEPIKAHHIO:

- MaTepuall, UCIOJIb30BAHHBIM B pedepare, JOKEH OTHOCUTCA CTPOro K BbIOpaHHON
TEME;

- He0OXOAMMO M3JI0KUTh OCHOBHBIE ACMEKThI MPOOIEMbl HE TOJIBKO IPaMOTHO, HO U B
COOTBETCTBUU C TOM MJIM MHOM JIOTUKON (XPOHOJIOIMUYECKOM, TEMAaTH4YECKON, COOBITUIHON U Ip.)

- IIPY U3JI0)KEHUM CIIEyeT CrpyNIUpOBaTh UJEH PAa3HBIX aBTOPOB MO OOLIHOCTH TOYEK
3pEHUs WIH [0 HAyYHBIM ILIKOJaM;

- pedepaT OKEH 3aKaHYMBATbCS MOJBEACHUEM MTOTOB IPOBEJIEHHOM HMCCIEI0BATENbCKON
paboThl: coiepX aTb KpaTKUM aHAIW3-O0OCHOBAaHUE IPEUMYILECTB TOM TOYKM 3pEHUs 110
paccMaTpuBaeMOMY BOIPOCY, ¢ KOTOpOil Bbl connaapHsl.

Crtpykrypa pedepara.

1. Hauunaercs pedepar ¢ TUTYIBHOI'O JIUCTA.

O6paser opopMIICHHS TUTYJIBHOTO JTUCTA JUIS pedepara:

2. 3a TUTYNIBHBIM JUCTOM cieayeT Ornasinenue. OrnaBieHue - 3TO IUIaH pedeparta, B
KOTOPOM Ka)KJIOMY pa3/iely JOJKEH COOTBETCTBOBATh HOMEP CTPaHMIIbI, HA KOTOPOI OH HAXOAUTCA.

3. Tekcrt pepepara. OH JenuTcss Ha TpPU YACTU: BBEJCHHME, OCHOBHAas 4YacTb U
3aKJII0YECHHUE.

a) Beenenue - paznen pedepara, HOCBAIICHHBINH MOCTAHOBKE MPOOJIEMBI, KOTOpas OyaeT
paccMaTpuBaThCsi 1 000OCHOBAHHUIO BHIOOPA TEMBI.

6) OcHOBHasl 4acTh - 3TO 3BEHO Pa0OTHI, B KOTOPOM I1OCII€AOBATENBLHO PACKPBIBACTCS
BbIOpaHHas Tema. OCHOBHAas 4acTb MOXKET OBbITh MNPEACTaBJI€HAa KaK IEJIbHBIM TEKCTOM, TaK U
paszeneHa Ha riaBbl. [Ipu HEOOXOIUMOCTH TEKCT pedepara MOXKET JOMOJIHATHCS WILTIOCTPALUSIMH,
TabinuamMu, rpaguKkaMu, HO UMH HE CJelyeT "meperpyxarb’ TeKCT.

B) 3aKiIoueHHe - JaHHBIA paszzen pedepaTa JTODKEH ObITh INpEACTaBIE€H B BUJE
BBIBOJIOB, KOTOPbIE TOTOBSITCSI HA OCHOBE MOJITOTOBJIEHHOTO TEKCTa. BBIBOIBI TOMKHBI OBITH KPAaTKUMHU
U 4eTKMMHU. Taxke B 3aKJIIOYEHUH MOXKHO OOO03HAUYUThH MPOOJEMBI, KOTOPbIE "BBHICBETUIIMCH" B X0J€
pabotsl Hag pedepaTrom, HO HE ObBUIH PACKPBITHI B padoTe.

4. CnucOK HMCTOYHUKOB M JIUTEpaTypbl. B JaHHOM CHHCKE Ha3bIBalOTCA Kak Te
HCTOYHUKHU, Ha KOTOPbIE CChUIAETCS CTYEHT MpH MOATOTOBKE pedepara, Tak U BCe MHbIE, U3YUEHHbIE
UM B CBSI3M C €ro NHOArOTOBKOH. B paboTe H0KHO OBITH HCIONB30BAaHO HE MEHEE 5 pa3HBIX
HUCTOYHUKOB, U3 HUX XOTSI Obl OJUH — HAa MHOCTPAHHOM SI3bIKE (AHIVIMHCKOM WM (PAHILy3CKOM).
Paborta, BEIIOSIHEHHAs C UCIIOJIB30BaHUEM MaTepuala, COJAepkKalerocss B OJHOM Hay4YHOM HUCTOYHUKE,
ABJIIETCS SIBHBIM IUIaruaToM U He npuHumaercs. Opopmiienne Crrmcka UCTOYHUKOB M JUTEPATYphl
JIOJDKHO COOTBETCTBOBATH TpeOoBaHUAM OuOanorpadpuueckux cranaapros (cMm. Odopmiienne Crucka
MCTOYHUKOB U JIUTEPATYPHI).

O0beM U TexHuUecKre TpeOoBaHUs, IPEAbABIEMbIE K BBHITIOJIHEHUIO pedepara.

O06bem paboTHI MOJDKEH OBbITh, KaK MpaBuiio, He MeHee 12 um He Oonee 20 cTpaHuIl.
Paborta nomkHaA BBIMONHATBCSA 4yepe3 OJUHAPHBIA MHTepBan 12 mpudrom, pazMepbl OCTaBISIEMbIX
noJieit: Jesoe - 25 MM, npaBoe - 15 mm, HikHee - 20 MM, BepxHee - 20 MM. CTpaHUIIbI TOJIKHBI OBITH
IIPOHYMEPOBAHBI.

48



PaccrosHre Mexny Ha3BaHHEM 4YacTu pedepara WM IJ1aBbl M MOCIEAYIONIMM TEKCTOM JOJDKHO
OBITH paBHO TpeM HHTepBasIaM. Dpaspl, HAUMHAIOIITUECS C "KPACHOU" CTPOKH, IMeUaTatoTcs ¢ ab3aIiHbIM
OTCTYIIOM OT Hayajla CTPOKH, PaBHbIM 1 cM.

[Tpu uuTHpOBaHUN HEOOXOIUMO COOMIOAATDH CIEIYIOIINE TPaBUIIa:

- TEKCT IUTAThl 3aKII0YacTCs B KaBBIYKM W NPUBOAUTCS Oe3 H3MeHeHuil, 0e3
MIPOM3BOJILHOTO COKPAILIEHUS LUTUPYEMOTo (pparMeHTa (IpONycK CJIOB, MPEIIOKEHUN WM ab3aieB
JIOITYCKAETCsl, €CJIM HE BJIEYET MCKaKEHHs BCero (pparmMeHTa, u 0003HaYaeTCss MHOTOTOYHEM, KOTOPOE
CTaBUTCS HA MECTE MPOIMYCKa) U 0e3 UCKaKEeHHUs CMBICTIA;

- Kaxzaas  OuTata  JOJDKHA  CONPOBOXAATbCA  CCBUIKOM  Ha  MCTOYHUK,
oubnuorpaduueckoe OMUCaHHE KOTOPOTO JOJKHO MPHUBOIUTHCS B COOTBETCTBHHM C TPeOOBaHUAMU
OoubmorpadguyecKix CTaHAapTOB.

[lonroroBka Hay4yHOro JOKJaZa BBICTYHAeT B KadecTBe OJHOM W3 BaxHeHmux Gopm
CaMOCTOSITENIbHON PabOThI CTYJCHTOB.

Hayunslii moxman mpenacTaBisieT coOOM HCCleoOBaHHE [0 KOHKPETHOH mpobieme,
M3JI0KEHHOE MEPE] AyAUTOPUEH CITyIIaTeen.

Pabora mo moAroTroBke MOKIaNa BKIIOYAET HE TOJBKO 3HAKOMCTBO C JIUTEPATypOM MO
n30paHHON TEeMaTHKE, HO U CaMOCTOSITEJIbHOE M3Y4YEHHE OIpe/ielIeHHbIX BompocoB. OHa Tpedyer OT
CTyJCHTa YMEHHs MPOBECTU aHAINU3 U3YYaeMbIX TOCYAapCTBEHHO-IIPABOBBIX SIBICHUHN, CIIOCOOHOCTU
HarJIsHO MIPEICTaBUTh UTOTH MPOJIETIAHHON pabOThl, U YTO OYEHb Ba)KHO — 3aMHTEPECOBAThH

ayTUTOPHUIO pe3yiabTaTaMH CBOEro uccienoBaHus. CrenoBaTeNbHO, MOATOTOBKA HAYYHOTO
JIOKJIaJia TpeOyeT OIpe/ieICHHbIX HaBBIKOB.
[ToaroroBka Hay4YHOTO TOKJa/1a BKIFOYAET HECKOJIBKO 3TAIOB pabOTHI:
1. B160p TeMbI HAY4HOTO JOKJIaJa;
2. [TogGop maTepuaos;
3. CocraBiienue miaHa Jokiaaja. Pabora Ham TEKCTOM;
4. OdopmiieHHe MaTepUaIoB BHICTYIUICHUS;
5. IloaroroBka K BBICTYILICHHUIO.
Crpykrypa U coJiepyKaHue JIOKJIa1a.
BBenenue - 3T0 BCTynuTeIbHAs 4acTh HAyYHO-HCCIIEIOBATENIbCKONW pabOThl. ABTOp JOJIKEH
NPUJIIOKHUTh BCE YCHIIUS, YTOOBI B 3TOM HEOOJBIIOM MO 00beMy pasjiesie MOKa3aTh aKTyaJbHOCTb
TEMBI, PaCKpPbITh MPAKTUYECKYIO 3HAYMMOCTh €€, ONPENEIUTh 1IeJIM U 3aJaud SKCIEePUMEHTa WM €ro
(parmenra.
OcHoBHas 4acThb. B Hel pacKpbIBaeTCs coziep:KaHue JIOKJIa1a.
Kak mnpaBuino, OCHOBHas 4YacTb COCTOMT M3 TEOPETHYECKOIO M NPAKTHUYECKOIO pPAa3/EIIoB.
B teopernueckoMm pasjiene pacKpbhIBalOTCS HCTOPUS U TEOPUS UCCIIEeyeMOM MpoOaeMbl, JaeTcs

KpI/ITI/I‘leCKI/Iﬁ aHaJIn3 JINTCPATYPhI u MIOKa3bIBAKOTCsA ITO3HUIINH aBTOpa.
B MPAKTUYCCKOM pasacyic u3jjararorcd METOAbI, XOHd, H PE3YyJbTaTbl CaMOCTOATCIBHO
MMPOBCACHHOT'O OKCIICPUMCHTA nin (bparMeHTa.

B ocHOBHOI1 94acTH MOTYT OBITh TaKXe MPEICTABICHBI CXEMBI, JHATPAMMBbI, TaOJUIIbI, PUCYHKH U T.II.
B 3akmrodeHun coaepikaTcss WUTOTH PaOOTHI, BBIBOABI, K KOTOPHIM TPHUIIEN aBTOp, H
pEKOMEHJAIMU. 3aKIoueHHue JOJKHO OBITh KpaTKUM, O0O0S3aTebHBIM W COOTBETCTBOBATh
ITOCTaBJICHHBIM 3a7a4am.
CnucoK UCIOIb30BaHHBIX UCTOYHUKOB TIPEACTABISIET COOON TepeueHb MCTIOIb30BaHHBIX KHUT,
cTaTeii, (haMUINK aBTOPOB MPHUBOJISATCS B alipaBUTHOM MOPSAKE, PU 3TOM BCE HCTOUHUKH JTAIOTCS TIO]T
oOmeld HyMmepanuen IUTepaTypbl. B HCXOMHBIX JaHHBIX HMCTOYHUKA YKa3bIBAIOTCSA (GaMuiaus Hu
MHHUIAAIBI aBTOpAa, Ha3BaHUE paboThI, MECTO u rof HU3IaHUS.
[Tpunoxxenue k gokiIaTy OPOPMISIOTCS Ha OTASIBHBIX JUCTaX, MPUIEM KaX0€ TOJDKHO UMETh

CBOI TeMaTHYeCKHil 3aT0JIOBOK U HOMEP, KOTOPBII MUIIIETCS B IPABOM BEPXHEM YTITY.
O0bemM JoKTaga MOXKET KoyiebaThbes B TpeAenax S5-15 meuaTHbIX CTpaHUIl, BCe
NpUJIOKEHUsT K paboTe He BXOJIT B ee o0beM. Jlokian AOKeH OBITh BBINOJHEH TPaMOTHO, C
COOJIIOICHHEM KYJBTYPhI M3I0XKeHUsA. OO0s3aTeNbHO JOJKHBI MMETHhCS CCBUIKH Ha HCIOJIB3yEeMYIO
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TUTEPATYpYy.
JlomxkHa OBITH COOJIIOICHA TTOCIIEI0BATEILHOCTh HAMTMCaHUsl OnOIrorpaduyecKoro anmapara.
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ITpunoxxenue 1

AHHOTanus paboyeii mporpaMMel
1o AucuuIuiMHe JleJoBo HHOCTPaHHBIN S3bIK
Harnpasnenue 38.03.03 YnpasiieHue nepcoHaioMm
npoduib YHpaBJICHHE TEPCOHATIOM

Jucuunnuna WHocTpaHHbI S3bIK  MPO(ECCHOHANBHOTO OOMIEHHMS BXOAMT B  COCTaB
Opranu3alMOHHO-YIIPABICHYECKOTO MOJYJIsI M OTHOCHTCA K 00s3aTeNbHBIM  JUCHUIUIMHAM
BapUaTUBHOW 4YacTh Oioka | y4eOHOro mjaHa IMOJATOTOBKHM CTYACHTOB IO HampabiieHuto 38.03.03
VYnpasienue nepcoHanom. JucuumuimHa peanusyercs kapenapoi « IKOHOMUKA U MEHEDKMEHTY.

JucuuninuHa HaleJaeHa Ha (GOpMUPOBaHKUE OOIIEKYIbTYPHBIX KOMIIETEHIINM BBITYCKHHUKA!

OK-5 CnocoOHOCTh K KOMMYHHKAllMd B YCTHOM M NHCbMEHHBIX (pOpMax Ha PYyCCKOM U
WHOCTPAHHBIX S3BIKAX IS PEHICHUS MEAIIMYHOCTHOTO U MEXKYJIBTYPHOTO B3aMOICHCTBHS.

CopepxaHue TUCIUILUIMHBI OXBATHIBAET KPYT BOIPOCOB, CBSA3aHHBIX C OBJIAJICHUEM OCHOBHBIMH
HAaBBIKAMU  HWCIIOJIb30BaHUSA  HMHOCTPAHHOTO  f3bIKa KaK  CPEICTBA  MEXJIMYHOCTHOTO U
MpOPECCHOHAIIBHOTO OOIICHHS.

[IpenogaBanye MUCHUILUIMHBI MpeAycMaTpUBaeT cienyromue (HopMbl OpraHu3aliu y4eOHOTro
npoluecca: NpakTUYECKUE 3aHATUS, CAMOCTOSTEIbHAs padoTa CTyJEHTA.

[IporpaMMoii JUCHUIUIMHBI TPETYCMOTPEHBI CIEAYIOIINE BUIAbl KOHTPOJIS: TEKYIIH KOHTPOJIb
YCIIEBaeMOCTH B (DOpPME aTTECTAIMH JIBAXKIBI B CEMECTPE IO Pe3y/IbTaTaM TEKYIIET0 KOHTPOJISl 3HAHUN
U TIPOMEXKYTOUYHBINA KOHTPOJIb B pOopMe 3auera B 5 ceMecTpe U 3aueTa ¢ OLIEHKOH B 6 cemecTpe.

OO6mast TPyIOEMKOCTh OCBOCHHUSI JUCHUIUIMHBI COCTaBisieT 4 3aueTHble eauHulbl, 144
akajgemMuueckux yaca. [IporpamMmoil AUCUMIITUHBI TPEAYCMOTPEHBI MpakTUYecKue 3aHsaTus (68 gacoB)
U caMoCTosTeNbHas paboTta cTyaeHTa (76 4acos).
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