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MHUHHUCTEPCTBO HAYKHU U BBICIIETI'O OBPA3OBAHUSI
POCCUHUCKOM ®EJEPALINU

PA3JEJI 1.
HHACITIOPT ®OHJA OIHEHOYHbLIX CPEJACTB
1o AucuMILInHEe (Moay./10) «MHOCTPAHHBIN A3BIK NPOJeCCHOHAIBHOU
HAIIPaBJIECHHOCTID)

1.1. OcHOBHBIE CBeIeHUS O TUCUMILIMHE (MO1YJIe)

Tabnuua 1

XapakTepuCcTUKa JUCHUTUTMHBI (MOIYJIS)
(cBeneHust cOOTBETCTBYIOT pazaeny PIIJ)

OO0pa3zoBaTenibHas IporpaMmma

MarucTparypa

HaﬂpaBHCHI/IC IIOATOTOBKH

38.04.03 Ympasienue nepcoHaioM

MaI‘I/ICTepCKaH nporpamMma

«YITpaBJICHI/Ie IMCPCOHATIOM)»

KonndecTBo pazaenoB JUCIUIIIUHBI 2
YacTte 00pa3oBaTEIbHONU

p B1.B.02
IPOTrPaMMBbI

@opMBbI TEKYIIETO KOHTPOJIA

CobecenoBanue, scce, TUCKYCCHS,
JOKJIa/l, COOOIIEHHE, TECTOBBIC 3aJlaHuf,
KOHTPOJIb 3HAHUU 10 pa3aeiny

lloxazamenu 3aouHas popma 00ydeHHS
KonudecTBO  3aueTHBIX  €AUHUIL 4
(KpeauToR)
Cemectp 1-2
Oowaa mpyooemkocmo (akaoem. 144
uacoe)
Ayoumopnas KOHmMAaKmuasn 56
paboma:
JIex1IMoHHbBIE 3aHATUSI -
[TpakTryeckue 3aHATHS 54
CemuHapcKue 3aHITHS -
CamocrosiTesqibHasi paboTa 16
KonTpoab -
Dopma NPOMENCYMOUHOL saueT

ammecmayuu




1.2. IlepeyeHb KOMIIETEHUMH € yKa3aHuHeM J3TanoB (GOpMHPOBAHHMA B
npouecce 0CBOCHUsI 00pa3oBaTeIbLHON NPOrpaMMBbl.

[IepeyeHb KOMITETEHIIMN U UX 3JIEMEHTOB

Tabnura 2

Kommerennus

Nuaukarop
KOMIIETECHIIUU U €TO
(dbopMynrpoBKa

DJIEMEHTHI UHJINKATOpa
KOMIIETEHIINU

HNuanexc
JJIEMEHTA

YK-4
Crniocoben
OCYILIECTBIISITh
JIETIOBYIO
KOMMYHHKAIUIO B
YCTHOM U
MMACbMEHHOMN
dhopmax Ha
rocy/lapcTBEHHOM
SI3BIKE
Poccuiickoit
denepanuu 1
WHOCTPaHHOM(BIX)
si3bIKe(ax)

YK-4.1.
ApPryMEHTUPOBAaHHO |
KOHCTPYKTHUBHO
OTCTauBaeT CBOM
MO3UIMK U WJAEeU B
aKaJeMHYeCKHUX u
npodeccnoHanbHBIX
JICKYCCUAX
MHOCTPAHHOM $I3bIKE

Ha

3namo'

1 - HWHOA3BIYHYIO JICKCUKY U
TCPMHUHOJIOTUIO JJId y4aCTHUSA B
JUCKYCCUAX u
poeCCHOHAIIBHOM OOIIICHNH;

YK-4.1 3-1

2- WHOA3BIYHYIO JIEKCUKY |
TEPMHUHOJIOTHIO JUIS y4acTHs B
JIUCKYCCHSIX "
poeCCHOHATBHOM O0IIEHUH
- perucTpbl OPUIUATBLHOTO H
HEO(UIIMAIEHOTO OOIIEHNUS,

YK-4.1 3-2

3- HHOA3BIYHYIO JICKCUKY U
TEPMHUHOJIOTUIO JJId y4aCTHUA B
JUCKYCCHUAX u
poeCCHOHAIIBHOM OOIICHUH
- perucTpbl OQUIUATHLHOTO H
HeO(UIIMATTEHOTO OOIIEHHUS,

- O0COOEHHOCTH IyOJUYHBIX
BBICTYIUIGHUH W TPHEMBbI
BEICHUA JIMCKYCCUH Ha
poeCCHOHATHHBIC TEMBI.

YK-4.1 3-3

Ymemon:

1- y6exnare, HacTauBaTh Ha
CBOEH MO3ULIMHU, OOBIACHATH
CBOIO TOUKY 3pEHUS Ha
WHOCTPAHHOM SI3BIKE C
HCIOJIb30BaHUEM
poeCCUOHAIIBHON JICKCUKH 1
TEPMHUHOJIOTHUY;

VK-4.1

2- - ybexaaTh, HACTAUBATh HA
CBOEHl mo3uluu, OOBSICHATH
CBOI0O TOYKY 3peHUs Ha
WHOCTPaHHOM SI3BIKE C
UCIIOJIb30BaHUEM
npo(eCCUOHATLHON JIEKCUKU U
TE€PMUHOJIOTHH;

- BECTH Mpo(eCCHOHATBHYIO
JHUCKYCCHIO;

VK-4.1
V-2

3- y0OexaaTh, HAcTauBaTh Ha
CBOCH TMO3UIUU, OOBICHITH
CBOIO TOYKY 3pEHUs Ha

YK-4.1 V-3




Kommerennus

Nupukarop
KOMIIETCHIIUU U €TO
dopMynrpoBKa

DJIEMEHTHI UHJINKATOpa
KOMIIETEHIINU

Huanexc
JIEMEHTA

WHOCTPaHHOM
UCII0JIb30BaHHEM
npodeccHoHabHOM JIEKCUKH U
TEPMHHOJIOTHH;

- BECTH MpO(ECCHOHATHHYIO
JICKYCCHIO;

- OCYWIECTBIISATh ITyOJIHYHBIC
BBICTYIUICHHUST B Mpeieiax
poeCCUOHAIBHOM TEMATHUKH;
- YYUTHIBATH
COILIMOKYJIbTYPHBIC
0COOEHHOCTH
UCIIOJIb30BATh
COOTBETCTBYIOIIHME SI3BIKOBBIC
cpencTBa oOIIeHUs

SA3BIKC C

oO0mIeHus,

Braaoemo:

1-ciocoGamu BemeHus OGeceab
nu ]II/ICKYCCI/H/I Ha I/IHOCTpaHHOM
S3BIKE;

YK-4.1 B-1

2 -crioco0aMu BeJeHUS Oece bl
¥ JIMCKYCCUM Ha MHOCTPAaHHOM
A3BIKE;

-QYHKIMOHANBHEIM  SI3BIKOM
IS apryMeHTalluH, YMeHHs
OTCTOATh CBOIO TOUKY 3PEHHUS,
yOex1ath 1 T.1.;

YK-4.1 B-2

3 -crocobamu BeeHUs Oece bl
U TUCKYCCHH Ha MHOCTPAHHOM
SI3BIKE;

-pYHKIMOHAIBHBIM  SI3BIKOM
JUIS  apryMCHTALUH, YMCEHUS
OTCTOSITh CBOKO TOYKY 3pEHHUS,
yoexath 1 T.1.;

- CIIOCOOHOCTAMU
AHAIM3UPOBATH
HPOCITYIIAaHHYI WH(MOPMAIIHIO
u BBIJIBUTaTh HJIEH,
PEIOKEHUS.

VK-4.1 B-3

Kommerennus

Nunukarop
KOMIICTCHIIUN U €TO
dbopmMynupoBKa

DneMeHThl UHIUKATOpa
KOMIIETEHI[UU

Nanexc
JJIEMEHTA

Vk-4
Cnocoben
OCYIIECTBIISTh
JICTIOBYIO
KOMMYHHKAIIHIO B

ITOHCK

YK-4.2.
OcymecTBisieT
WHOSI3BIYHBIX

MaTrepuajioB, MEpPpCBOAUT

u

penaKkTupyer

3namo:

1- ocobGennoctu paGotel ¢
MHOSA3BIYHBIMU OHJIANH
CIOBApAMH H  CHPAaBOYHBIMU
pecypcamu;

VK-4.2 3-1




Kommerennus

Nupukarop
KOMIIETCHIIUU U €TO
dopMynrpoBKa

DJIEMEHTHI UHJINKATOpa
KOMIIETEHIINU

Huanexc
JIEMEHTA

YCTHOM U
MMHUCbMEHHOU
¢dopmax Ha
rocy/1lapcCTBEHHOM
SI3BIKE
Poccniickoit
denepauuu U
MHOCTPaHHOM(bIX)
sI3bIKe(ax)

pa3nuyHbIE
aKaJIeMU9YeCKHe,
npodeccuoHaIbHbIE,

JCIIOBBIC TCKCThBI C

UCTIOJIb30BaHUEM
COBpPEMEHHBIX
UH(POPMAIMOHHBIX
TEXHOJIOTHI U PECYPCOB

2 - ocobeHHoCTH PabOTBI €
NHOA3BIYHBIMU OHJIaMH
CJIOBapsAMU MW CIIPAaBOYHBIMU
pecypcamu;

- 3HaeT  OCHOBHBIC
dbopMaTsI MMCbMEHHBIX
TEKCTOB: JCJIOBBIX IIMCEM,
AQHHOTAIIH, pedeparos,
cTaTeu, scce;

VK-4.2 3-2

3- ocoGenHoctn paboTHl €
NHOA3BIYHBIMU OHJIANH
CJIOBapsiMU MW CIIPAaBOYHBIMU
pecypcamu;

- 3HaeT  OCHOBHbIE
dbopmaTsI MUCbMEHHBIX
TEKCTOB: JCJIOBBIX IIMCEM,
aHHOTALUH, pedeparos,
cTaTei, acce
- cnocoObl W TPHUEMBI
PEAAKTUPOBAHUA HWHOSA3SBIYHBIX
TEKCTOB C HCIIOJIb30BaHUEM
JBYSI3bIUHBIX, TOJIKOBBIX
CJIOBapei, CIIPABOYHHKOB,
BKJIIOYast COBPEMEHHBIE
OHJIAIH TEXHOJIOTUH.

VK-4.2 3-3

Ymemn:

1 - IEPEBOINTE  C
HHOCTPAaHHOIO  sI3bIKa  HAa
PYCCKHIl C HCIIOJb30BaHUEM
JIBYS3BIYHBIX M TOJIKOBBIX
CJIOBapeEH;

VK-4.2 V-1

2 - epeBOJUTh ¢
WHOCTPAHHOTO  s3bIKa  Ha
PYCCKHMIi C HCIOJIb30BaHUEM
IBYSI3BIYHBIX U TOJKOBBIX
CJI0Bapei;

- pEeNaKkTUPOBATh
npodeccuoHanbHble  TEKCTHI
(crarbw, 0030pbI Ha
npodeccnoHanbHOM, Hay4dHOU
u aKaJeMHYecKon
HAIPaBIEHHOCTH) Ha
WHOCTPAHHOM SI3bIKE C YYETOM
ux opmara;

VK-4.2 V-2

3- IEPEBOIUTE c
MHOCTPaHHOTO  A3bIKA  HA
pycCKHMil ¢ MCIONB30BaHHEM
JBYS3BIYHBIX M TOJIKOBBIX

VK-4.2 V-3




Kommerennus

Nupukarop
KOMIIETCHIIUU U €TO
dopMynrpoBKa

DJIEMEHTHI UHJINKATOpa
KOMIIETEHIINU

Huanexc
JIEMEHTA

CJIOBapeEN;

- pelaKTHPOBaTh
npodeccuoHabHBIE  TEKCTHI
(craTpw, 0030pHI Ha
npodeccnoHabHOM, HAay4IHOUH
" aKaJIEMUYECKOU
HaIpPaBJIEHHOCTH) Ha
MHOCTPAHHOM SI3BIKE C Y4E€TOM
ux (opmara;

- ucaTh MNpo(eccuoHAIbHO
HarpaBJICHHBIC TEKCTHI
(memoBbIE  TIMCBbMA, TE3HUCHI,
CTaTbM) Ha  MHOCTPAaHHOM
A3BIKE C YYETOM UX opMmarTa.

Braoemeo:

1 - a3BIKOBBIME yMEHMAMU IS
nepeBoja €  HWHOCTPaHHOTO
A3pIKA Ha PYCCKUH MU €
PYCCKOTO Ha HMHOCTPAHHBIN
3a/laHHBIX MpodeccuoHalIbHBIX
TEKCTOB;

VK-4.2 B-1

2- A3BIKOBBIMH YMEHHUSMHM LIS
nepeBojla C  HMHOCTPAHHOTO
a3blIKa Ha PYCCKUH U €
PYCCKOTO Ha HMHOCTPAHHBIN
3aJJaHHBIX TpPO(deccuoHaIbHBIX
TEKCTOB;

- aHAIU3UPOBATH
coJiep:KaHue WHOSI3bIYHBIX
TEKCTOB u U3BJIEKATH
HEOOXoauMy  HH(MOpMaIUIO
TUISE BBITIOJTHEHUS
OTIpe/IeJICHHBIX 3aJaHH

VK-4.2 B-2

3 -A3BIKOBBHIMH YMEHHSAMH LIS
nepeBoja €  HMHOCTPAHHOTO
A3blKa HA PYCCKUH U C
PYCCKOTO HAa HWHOCTPAHHBIN
3a/IaHHBIX TPOPECCHOHATBHBIX
TEKCTOB;

- aHAJIM3HUPOBATh COJCPIKAHHE
MHOSI3BIYHBIX TEKCTOB U
H3BIIEKATH HE0OX0IUMYIO
uH(pOpPMALIHIO TSt
BBITIOJTHEHHUSI  OTIPEJeNIEHHBIX
3aJJaHuN

- YMETh [10JIL30BATLCS
UH(OPMAITMOHHBIMU
pecypcamu ansi  paboOTBl ¢

VK-4.2 B-3




Nupukarop
DJIEMEHTHI UHJINKATOpa Nunexc
KoMneTreHius | KOMIIETEHLIMU U €T0
KOMIIETEHIIUU DJIEMEHTA
dopMynrpoBKa
npodeccnoHaTbEHO
HaIlpaBJICHHBIMU TCKCTaMU
(mouck, aHams,
peaKTUPOBAHUE, HAIMCAHUE)
Tabnuua 3

00pa3oBaTeIbHOM MPOrpaMMbl

Oranbl popMUPOBAHUS KOMIIETEHLUN B MPOIIECCE OCBOEHUS OCHOBHOM

Kon
Kontponupyemsie pasnenst | Homep HanmeHnoBaHue
No MHIUKATOpa
(TeMbI) TUCHUTTUHBI CEMECT OLIEHOYHOTO
/11 KOMIIETEHIIN "
(Motyst) pa . Cpe/acTBa
Paspnen 1. IIpobaembl VK-4.1
TPYAOYCTpoOiicTBa .
pyRoyerp YcTHBIN onpoc
Tema 1.1. [Tpomecc
1. . 1 (cobecenoBanue),
TpynoycrtpoiictBa.  OCHOBHBIE
. TECTOBBIE 3aaHHUS
IIOJIOKCHUA TPYyAOYCTPOUCTBA B
OpraHu3aIusX.
Tema 1.2. VK-4.1
OK CHTBI JIsSL o
T ® oyz[T oiicTBa IT anlna YCTHEIH ompoc
2 pynoycrp : p 1 (cobecenoBanmue),
COCTaBJICHUS ¥  HaIUCAHUSA
TECTOBBIC 3aJJaHUS
JIETIOBBIX UuceM TSt
TpyaoycTpoiicta. Pestome.
Tema 1.3. BzaumoneictrBue ¢ VYK-4.1 o
KAHIATaMH YcTHbli onpoc
3. ' 1 (cobecenoBanue),
PexomennatenpHbIC MUCHhMaA.
TECTOBBIC 3aJ[aHUS
ITpoBenenue cobeceoBaHMs.
Pasnen 2. VK-4.1
YnpasJ/ieHue nNepcoHaJIoM YK-4.2 YcTHBIM onpoc
4 Tema 2.1. 2 (cobecenoBanue),
CocraBneHne KOHTpakTa o TECTOBBIC 3aJ[aHUS
HalMe.
Tema 2.2. VYnpasieHue YK-4.1
MIEPCOHAJIOM. CnyxeOHbie YK-4.2 VYcTHBI onpoc
5 aeroThl. [lpaBa ¥ 00s3aHHOCTH 2 (cobecenoBanue),
pabOTHHUKOB TECTOBBIC 33J[aHUs
Tewma 2.3. YK-4.1 YcTHBI onpoc
6 YBoJIbHEHHE nepcoHaa. 2 VK-4.2 (cobecemoBanmue),

[TpuunHBI YBOJIbHEHHMSL.

TCCTOBBIC 3aJaHUA




PA3JIEJI 2.
TEKYHIUHU KOHTPOJIb 11O JUCHUIIVIMHE (MOAYJIIO)
«MHOCTPpaHHBIH A3BIK NPO(ecCHOHATBHOH HANIPABJICHHOCTH

TekylMii KOHTPOJIb 3HAHUM UCIOJIB3YeTCs JUId  OIEpaTUBHOIO U
PETryJISIPHOIO  yIpaBieHUs  y4eOHOM  AesATeNbHOCTBIO (B TOM  4HUCIE
CaMOCTOSITEILHON PaboTOM) 00yUarOIIUXCS.

B ycnoBusix OambHO-PEUTHHTOBOM CHUCTEMBI KOHTPOJIA pEe3YJIbTaThl
TEKYIIEro OLICHUBAaHUS OO0YyYalolIerocsi HCHOJB3YIOTCS Kak IOKa3aTellb €ro
TEKYLIErO0 peUTHHra. TeKyIMHd KOHTPOJb YCIIEBAEMOCTH OCYIIECTBIAETCS B
TEYEHHE CEMECTpPa, B XOJ€ MOBCEAHEBHON yueOHOI pabOThl MO MHIMBHUAYATHHOU
WHULIMATUBE IIpernojasarensd. JIaHHBIM BHUJ  KOHTPOJIS  CTUMYJMPYET Y
oOy4aromerocsi CTpeMJeHHe K CUCTEeMaTUYECKON CaMOCTOSITeNIbHONW paboTte IO
U3YYEHHIO JUCIUIUIMHBI (MOJYIIS).

Tabnuua 2.1.
Pacnipenenenue 0amioB o Buaam yuyeOHOU NeATeIbHOCTH
(OambHO-PEUTHHTOBasE CUCTEMA)

HaunmenoBanme Bun 3aganus
Pazgema/Temsbl
113 Bcero K3P CP n3*
JI3 YO T3 P3 3a TEMY
P.1.T.1.1 - 13 5 6 24 2
P.1.T.1.2 - 14 5 6 25 10 10 2
P.1.T.1.3 - 14 5 6 25 2
Hroro: 1000 41 15 18 74 10 10 6
P.2.T.2.1 - 13 5 6 24 2
P2T.2.2 - 14 5 6 25 10 10 2
P2.T.2.3 - 14 5 6 25 2
Hroro: 1000 - 41 15 18 74 10 10 6

JI3 — neKIMoHHOE 3aHATHE;

YO — ycTHBIi o1poc;

T3 — TecToBOE 3a/1aHUE;

P3 — pazHoypoBHEBBIE 3a/1aHUS;

* Ipyrue ¢ BUIIBI UCTIONB3YEMBIX 3a/IaHHM, MIPEIJIOKEHHBIX B IPHIIOKESHUH |
[13 — npakTUYeCcKOe 3aHATHUE;

C3 — ceMuHapcKoe 3aHSTHE;

K3P — konTpons 3Hanuii no Pazneny;

P — pedepar.

CP — camocTosaTensHas pabora oOyJaronierocs
N3 — unauBuayanbHOE 3a/1aHKe

2.1. PekoMeHIaIMU 110 OLIEHUBAHUIO YCTHBIX OTBETOB 00Y4YaKOIIMXCHA
C uenpl0 KOHTPOJISI YCBOCHHMS MPONIEHHOIO MaTepuaia M ONpeIesICHHs
YPOBHSI TIOATOTOBJIEHHOCTH OOYYaIOMIMXCS K WM3YyYEHHUIO HOBOM TeMbl B Hayaie



KQKJOT0 CEMUHAPCKOTO/MPAKTUUYECKOr0 3aHATHS MpernojaBaTeIeM ITPOBOIUTCS
MHIUBUAYAbHBIA WM (POHTAIBHBIN YCTHBIA OMPOC MO BBIMOJIHEHHBIM 33/1aHUSM
NPEIBIAYIIEH TEMBI.

Kpurepun ouenku.

Ouenka «Omau4Hoy» CTaBUTCA, €CIIU 00yYaIOIIUNCS :

1) moyIHO M apryMEHTHUPOBAHO OTBEYAET IO COJEPKAHUIO BOMIPOCA;

2) oOHapyXuBaeT TOHMMaHUWE MaTepuaga, MOXET OOOCHOBAaTh CBOU
CYXKIEHUs, IPUMEHUTh 3HAHUS Ha MIPAKTUKE, MPUBECTU HEOOXOAUMbIE TPUMEPDL;

3) uznaraeT maTepHall IMOCJIEI0BATEIbHO M IPABWIBHO, C COOJIIOJCHHEM
HMCTOPUYECKON U XPOHOJIOTHYECKOM MOCIIEI0BATEIBHOCTH;

Ouenka «xopouwioy — CTaBUTCA, €CIM OOYyYalOlIUMHCA JaeT OTBET,
yIIOBJIETBOPSIIOMINI TeM e TpeOOBaHUAM, YTO U JUJISI OLEHKU «OTIUYHO», HO
JIOIyCKaeT OJHa-/IB€ OLIMOKHU, KOTOPBIE CaM K€ UCTIPABIISET.

Ouenka «yoosnemeopumenbHo) — CTaBUTCS, €ClAM OOydarouiuiics
oOHapy’>KMBaeT 3HAHUE U TTOHUMAHKE OCHOBHBIX MOJIOKEHUHN JaHHOTO 3aJaHus, HO:

1) m3nmaraer Marepuas HEMOJHO U JOMYCKAET HETOYHOCTH B OIPEIEICHUU
HNOHSTHIA UK HOPMYITUPOBKE MTPABUII,

2) He yMeeT JOCTaTOYHO TJIyOOKO M JoKa3aTeabHO OOOCHOBaTh CBOU
CYXKJICHUSI U IPUBECTH CBOM MPUMEPHI;

3) uznaraet Marepuai HermoCae0BATEIbHO U IOMYyCKAET OIIUOKH.

BOIIPOCHI JUIAA CAMOITIOATI'OTOBKH OBYYAIOIIINXCA

Bonpocwt 0na noozomoexku Kk unoueudyaivnomy /
¢dponmanvnomy ycmnomy / RUCbMEHHOMY ORPOCY RO
memam OucyunIunvl (Mo0yss)

Konmponupyemuwie pazoenvt (memuot)
oucyunaunsl (M0o0oynis)

PA3JEJI 1.
Tema 1.1. ITporiecc | 1. What documents should you prepare before
TPYAOYCTPOHCTBA. Ocuosusie | looking for a job?
IOJIOKCHHS tpymoycrpoiictea B | 2. What benefits do people expect from work? Are
OpraHu3aIusX. material and moral aspects equal for them?

3. What type of communication at work would be
suitable for employees?

4. How important are personal relationships in
business?

5. How can social nets be used for looking for a
job?

6. What problems should a person solve to be
prepared for a new job?

Tema 1.2. JIoKyMeHTBI st 1. What information should be included in a letter
TPYIOYCTpO#CTBA. ITpaBuna | of application?
COCTAaBJICHUS W HAIKMCAHUS JCIIOBBIX 2. What recommendations can you give to those

nuceM sl TpynoycrpoiictBa. Pesrome. | who are going to do the interview?

3. What characteristics do you emphasize
describing an applicant in the letter of
recommendation?

4. What is a functional resume to your mind? What
types of CVs do you know?

5. Writing a letter of recommendation: what do you




stress describing an applicant?
6. What do you know application forms? Find the
tempolates on the Net.

Tema 1.3. BsaumogeiicTBue c
KaHIuaaTaMu. PCKOMGHI[aTe.HBHBIe
nucbMa. [IpoBenenue codbecenoBaHus.

1. What questions are usually asked during an
interview?

2. What makes a good negotiator?

3. What stages of preparation should a candidate
come through?

4. What is called a “Follow-up letter” and when is it
written?

5. Speak on the rules of business letter writing

Paznen 2

Tema 2.1.
Cocrasienue
HaliMe.

KOHTpakTa o

1. What is the Contract of Employment?

2. What is the role of the Contract of Employment?

3. What are its main clauses?

4. Would you rather work for a male or female
manager? Describe your ideal manager.

5. Discuss an example of good or bad contract.

Tema 2.2. VYnpasnenue
nepcoHasioM.  Ciy)keOHbIE  JTBIOTHI.
[IpaBa 1 06s13aHHOCTH PAOOTHUKOB.

1. What makes a good employee?

2. What nationalities are better at
relationships than others at work?

3. What makes employees successful and happy?

4. What do you find satisfying and frustrating about
your work or studies?

5. What sort of risks do businesses face in HRM?

6. What sort of things do companies need to insure
against in HRM?

building

Tema 2.3.
VBoJILHEHHE
[TpuymHBI YBOTHHEHUS.

nepcoHaa.

1. Tell how to deal with the criticisms at work?

2. Advantages and disadvantages of working in
teams.

3. What would you find difficult about working in a
team?

4. Which sort of people makes the worst team
members?

5.What are the main reasons of resignation in
comranies?

6. Resignation letter and its types.

7. What are the rules of writing a letter of resignation?

2.2 PexkoMeHIAIIUM 10 OIEHUBAHUIO Pe3yJIbTATOB TeCTOBBIX 3aJaHMii

o0yvarommxcs

B 3aBepuieHun u3ydeHus: KaxkJa0ro pasjena AUCUUIIIMHBI (MOIYJISI) MOXKET

MPOBOJUTHCS  TECTHPOBAHUE
KOHTPOJIb).

(KOHTPOJIb

3HAHUW 10 pasjeny, pyOexKHbIN

Kpumepuu oyenusanus. YpoBeHb BBIIOIHEHHS TEKYIIUX TECTOBBIX 3aaHUN
olleHuBaeTcsi B Oamiax. MakcuManbHOE KOJMYECTBO O0ajuioB MO TECTOBBIM
3aIaHUSIM OTpEJIeNseTCs MPENnoJaBaTeliaM U NpeicTaBieHo B Tabnuie 2.1.




TecToBble 3aJ]aHUsl IPEICTABICHBI B BUJE OLICHOYHBIX CPEJCTB U B MOJIHOM
o0ObeMe MpeACcTaBiIeHbl B OAaHKE TECTOBBIX 3a/IaHUM B 3JIEKTPOHHOM Buje. B dhonne
OLICHOYHBIX CPEJICTB MPECTABICHbI TUIIOBbIE TECTOBBIE 3aJaHUs, pa3paboTaHHbIE
JUTSL U3yYEHUsl TUCUUIUIMHBL « MHOCTpaHHBIN S3BIKY.

Kpurepuu ouennBanus

JIekcHuKO-rpaMMaTHYECKUI TECTOBBIEC 3aJaHUS

YPOBGHB BBIITOJIHCHHA TCKYIIHUX TCCTOBLIX 3aJaHUN OLICHUBACTCS B 6aHHaX,

KOTOPLIC 3aTEM IICPECBOAATCA B OLICHKY 110 IIKAJIC COOTBETCTBHUA.

OneHka COOTBETCTBYET CIEAYIOIIEH 1IKae:

Ouenka banel % MIPaBUJIBHBIX
OTBETOB

OTnuaHO 9-10 90-100

Xopoiiio 7-8 75-89

Y 10BAETBOPUTEIHHO 3-6 60-74

HeynosnerBoputenbHo 0-2 menee 60

THUITOBBIE TECTOBBIE 3ATAHUSA
JJIA TEKYHIIETI'O KOHTPOJIA

Ilpumeput 3a0anuit:

I Choose work / job / employment / occupation and complete the sentences:

I don’t like my ... It’s not well-paid. What is more, it’s exhausting and boring.
I go to ... every day, including Saturday.
You must write your name, age and ... on the application form.
Have you finished your ... for today?
All high school graduates must be provided with equal career and ... opportunities.
Your ... is badly done. Come to me after you redo it.

I haven’t been able to find a ... for the last three months.

If you can’t find a job, apply to the state ... office.

She is a tour guide by ...

My present ... doesn’t satisfy me financially, so I’'m going to quit.

Il Choose the best option (A, B, C or D) for every sentence:

1. More potent microprocessors and further improvements in the various voice and other
technologies underlying computer ‘speech’

complex tasks including speech.

will ... enable

will ... be enabled
will ...enabling
will ... be enabling

COw>

gradually PCs to handle more




2. Unless we payment by the end of the week we to
consider legal actions.
will not receive; will be forced
receive; will be forced
don’t receive; will be forced
are receiving; will force

CoOow>

3. Richard Pound, the International Olympic Committee official leading the investigation
into the corrupt scandal engulfing the Olympic movement, said
yesterday

A. the IOC has been trying ‘for years’ to find proof that its members took bribes from

bidding cities.

B. the IOC had been trying ‘for years’ to find proof that its members take bribes from
bidding cities.

C. the IOC was trying ‘for years’ to find proof that its members takes bribes from bidding
cities.

D. the IOC had been trying ‘for years’ to find proof that its members took bribes from
bidding cities.
4. He a Member of Parliament but he to stay out of

politics.

could have been; preferred
could have; preffered
could be; prefer

could have being; prefered

CSOow>

5. Nothing’s illegal if hundred businessmen decide to do it, and that’s
true anywhere in world.

6. The Philippines the new human rights agreement.
A. signed
B. have signed
C
D

has signed
are signed

7. Pollution worse in big cities nowadays.
A. s getting
B. gets

C. isgeting
D. get

8. When | him for the first time he as a waiter for a year or so.
A. had met; was working
B. met; was working
C
D

was met; was being worked
met; had been working



9. The manager

the office, at his desk and to

look through the morning mail.

A. had entered; had sat down; had began
B. entered ; sat down; began
C. was entering; sat down; begin
D. entered; sat down; was began
10. It’s urgently needed to have all the documents as the consignment, as
planned, tomorrow.

A. to prepare; is sailing

B. prepared; sails
C. prepared; will sail

D. will be prepared; will sail

11. The supervisor asked them

12. The principal purpose of stress management is by people in the

A. if they will take part in that work.

B. whether they take part in that work.

C. whether they would take part in that work.

D. would they take part in that work?
company.

A. to study the stress experienced

B. to study stress experiencing

C. study the experienced stress

D. studying the stress experience

2.3 PexoMeHIAIUM 110 OLIEHUBAHMIO Pe3YJIbTATOB /1€J10BOIi (POJI€BOii) UTPHI

MaxkcumMmajibHoOe
KOJIMYEeCTBO 0aJJIOB®

Kpurtepun

OTIn4HO

BrictaBnsiercs oOydaromemycst (MHAMBUAYAJIbHO WM Kak
YYaCTHUKY TPYIIbI), €CIH COAEpkKaHHE ero AesITeIbHOCTH
MOJIHOCTBIO COOTBETCTBYET TEME, KOHIEHIUHU, COJACPKAHUIO
UTPbl U TPUHATOW pOJM; YETKO OpraHu3oBaHa paboTa 1o
CIOXKETY WTIPhl, MPHUCYTCTBYET BAapHATUBHOCTH B pa3pelIeHUU
UTPOBOM  CHUTyalldd, KOMMEHTapuh IO  XOJIy  HIpPbI
OCHOBBIBAIOTCS Ha TMOHATUMHOM ammapare MpeaIMEeTHON
o0macTM MW  WUIIOCTPUPYIOT OCHOBHBIE 3aKOHOMEPHOCTHU
M3y4aeMOU JUCHUIUIMHBI U €€ MPUKIATHON aCIeKT

Xopouio

BricraBnsercs o6yqa10meMyc;I (I/IHI[I/IBI/I,I[yaJ'IBHO HINn KakK
COTPYAHUKY rpynnbl), CCJIM COACPIKAHUE €TI0 ACATCIBbHOCTHU B
OCHOBHOM COOTBCTCTBYCT TCMC, KOHILCIIOHWH, COACPKAHUIO
HUI'PBI U HpHHHTOﬁ PO, HrpOBOﬁ CIOKCT HAXOJIUT pPa3BHUTHC,
KOMMCHTApHUHU IO XOAY UI'PbI BKIIFOYAKOT MOHSATUHHBIN arrapar
HpeI[MeTHOﬁ o0macTu u OTpPa’KarOT B OCHOBHOM ITOHHMAHUC
IIPUKIIAJHOT'O ACTICKTA H3y‘laeM0fI AU CIHHUITIIMHBI

Y 10BIETBOPUTEIBHO

BricTaBnsercs o6yqa}0meMyC;I (I/IHI[I/IBI/I,I[yaJ'IBHO HINn KakK
COTPYAHUKY prngI), €CJIn COoACpKAHUC Cro ACATCIBHOCTU B
CJIOM COOTBETCTBYCT TEME, KOHICTIIUH, COACPKAaHUIO UI'PbI U
HpHHHTOﬁ poJin; uUr pOBOﬁ CIOXKET HC JCTAJIU3HUPYCTCA,
KOMMCHTApUKU TI0 XO4y MWIPBI B HEOOJBIION  CTEIEeHU




ONMPAIOTCS Ha TOHATUHHBIA anmapar HpeJMETHONH 00JacTH,
INPUKIAIHON AaCIIEKT M3y4aeMOW IUCLHUIUIMHBI IPEACTaBJICH
¢dparmeHTapHo

BBICTaBJsieTCcss  oOywaromemycss (MHAMBUAYAJIBHO WM Kak
COTPYOHHMKY TIpYIIIbl), €CIU COJEP)KaHUE €ro AEATEIbHOCTH
JUIIb ~ YaCTUYHO  COOTBETCTBYET  TE€M€,  KOHILEIIHH,
HeynoBineTBOpUTENBHO | COMEPIKAHMIO MIPHI U TPUHATOW POJIM; UTPOBOM CHOXKET HE
pa3BUBAETCsS, KOMMEHTAapUU IO XOAY HIPHl OTCYTCTBYIOT,
0oOyyaroluiicss HE JAEMOHCTPUPYET IMOHUMAHUS MPUKIAIHOTO
aCIIeKTa U3y4aeMOW JUCLUILIMHBI

* [IpencraBneno B Tabnuue 2.1.

THUITIOBASA AEJTOBAS (POJIEBAS) UT'PA JIJIA ITPOBEPKH YPOBHSA
COOPMHUPOBAHHOCTHU KOMIIETEHIINN

[esoBasi urpa K teme 2.2.«YnpasJjieHHe MEPCOHATOM.
1. Tema (npobaema:) «CoBpeMEHHBIE TEHICHIIUA MOIBI.

2. Konyenyus uepwi: Alexandra and Steve are pen friends. Alexandra is interested in
fashion very much. Steve, who lives in London, invited Tanya to come to his place and visit the
London Fashion Show. Friends arrange the meeting and discuss the following:

- best ways to get to London;
- the weather;
- the time the show starts;

- some other things to do on Sunday.

After the show they exchange the ideas about fashion trends in their countries.

Tans u CtuB apy3ea no nepenucke. TaHga oueHb uHTEpecyeTcss Moaou. CTUB, KOTOPBIN
*uBET B Jlonaone, npurinacun TaHio npuexarb K HEMY M MOCETUTh JIOHJOHCKHMI MOKa3 MOI.
Jpy3bsi yCTpaumBarOT BCTPEUy M OOCYKIAIOT Jydmuid crmocod mobpatbes no Jlonmona. Onu
TOBOPSAT O MOT0Jie, BPEMEHHU Hayalla 1oy U HEKOTOPBIX APYTUX MEPOIPHUATHIX Ha BOCKPECEHBE.
[Tocne moy oHM 0OOMEHUBAIOTCS UAECIMU O MOJHBIX TEHACHIIUSIX B CBOMX CTpaHax.
3. Ponu (ponesvie epynnul):

- Alexandra, a student from Donetsk academy of Management;

- Steve, a young man from London
4. Oorcuoaemvlii pe3yromam:

- HENpUHYXJECHHas aTMocdepa U peueBast akTUBHOCTb, TPUOIMKEHHAs! K €CTECTBEHHOMN
CUTYaIluH,

- BKIIIOYCHHOCTB o6yqarom1/1xc51 B y‘IG6H06 B3aMMOJACHUCTBUE;

- NpHOOpPETCHHE HaBBIKA OCMBICICHHUS, aHAJM3a W OOMEH MHEHHEM [0 HMEIOIICHCs
npobieme.




2.4. PexoMeHIalMU 10 OLIEHUBAHUIO BOMPOCOB Ui cO00ecel0BaHUSA 1O
aucuumiinie (moxaynaw) «HMHocTpaHHbId s3bIK NPOdecCHOHATBLHOM
HANPABJIEHHOCTH.

MaxkcumajbHoOe

Kpurepuu
KOJINYECTBO 6AI0B™ puTep

BeicraBnsiercs  oOywaromemycs, €cad OH  OIpeAenser
paccMaTpuBaeMble MOHATHS pas3zesia WM TEMbl JAUCLUILIMHBI
(MOynsl) dYEeTKO M IMOJIHO, TPUBOJS COOTBETCTBYIOLINE
IPUMEPBIL.

OTJIMYHO

BericTaBisiercst 00ydaromemMycsi, €Ciu OH JOMYyCKaeT OTAEIbHBIE
HOTPEIIHOCTH B OTBETE, HO B LIEJIOM JEMOHCTPUPYET 3HAHUE U
BJIQJICHUE COJAEp)KaHMEeM pazjena (TeMbl) JAUCHMILIUHBI
(Momynist)

Xopoo

BoicTaBnsiercss  oOywaromemycs, €cilid OH OOHapyXHUBaeT
Y 10BIIETBOPUTETBHO npoOensl B 3HAHWSAX MaTepualia pasjena WId  TeMBbl
JCIUIUIMHBI (MOJ1yJIs1)

BrictaBnsiercst  oOywaromemycsi, €cii OH OOHapy>KHUBaeT
CYLIECTBEHHbIE MPOOENbl B 3HAHUSAX OCHOBHBIX IOJOXKEHHM
HeynoBnerBopuTENbHO | pasgena wiaM TeMbl JUCHMIUIMHEL (MOIyJsA), HEYMEHHE C
MOMOUIBIO0 TPENOoaBaTesl MOJIYYUTh IPaBUIIBLHOE pEIICHHE
KOHKPETHOW ITPAKTUYECKON 3a/1auu

* [IpencraBneno B Tabnure 2.1.

TUITIOBBIE BOITPOCHI JIJI1s1 COBECEIOBAHMUSA JIJI51 ITIPOBEPKHA
YPOBHS C®OPMUPOBAHHOCTHU KOMIIETEHIIUA
Pa3zmen 1

1. 1. What documents do you have to prepare before seeking a job?
2. What benefits do people expect from work? Are material and moral aspects equal for them?
3. What type of communication at work would be suitable for employees?
4. How important are personal relationships in business?
5. What information should be included in a letter of application?
6. What recommendations can you give to those who are going to do the interview?
7. What characteristics do you emphasize describing an applicant in the letter of recom1. What
makes a good negotiator?
8. What stages of preparation should a candidate come through?
9. What is called a “Follow-up letter” and when is it written?
10.Speak on the rules of business letter writing recommendation?
Pasznen 2
1. What is the Contract of Employment?
2. What is the role of the Contract of Employment?
3. What are its main clauses?
4. Would you rather work for a male or female manager? Describe your ideal manager.
5. Discuss an example of good or bad contract.
6. What makes a good employee?
7. What nationalities are better at building relationships than others at work?




8. What makes employees successful and happy?

9. What do you find satisfying and frustrating about your work or studies?
10.What sort of risks do businesses face in HRM?

11. What sort of things do companies need to insure against in HRM?
12. Tell how to deal with the criticisms at work?

13. Advantages and disadvantages of working in teams.

14. What would you find difficult about working in a team?

15. Which sort of people makes the worst team members?

16. What are the main reasons of resignation in companies?

17. Resignation letter and its types.

18. What are the rules of writing a letter of resignation?

2.5. PexoMeHIaIUM 110 OLIEHMBAHUIO IMCKYCCUOHHBIX TEM JIJI1 KPYIJI0ro
CTO0J1a (IUCKYCCHH, TUCTYTHI, 1€0aThbl).

MaxkcumMajibHoe
KOJIMYEeCTBO 0aJJIOB*

Kpurtepuu

OTJIMYHO

- TIOJTHOE PACKPBITHE TEMBI;
- YKa3aHU€ TOYHBIX Ha3BaHUN OOCYKJAeMBbIX SIBJICHHM, 3HaHNE
COBPEMEHHOTO COCTOSIHUSI TPOOIIEMBI;

- IpaBWJIbHAsE OPMYIHPOBKA MOHATHI U KaTErOpHii;

- CAMOCTOSITEILHOCTh OTBETA, YMEHHE BBOJUTH U UCIOJIb30BAThH
KJaccupuKauu M KBaJM(UKALMM, aHAIU3UPOBATH U JENaTh
COOCTBEHHBIE BBIBOJIbI 10 PACCMATPUBAEMOI TEME;

- UCIOJIb30BaHUE MATEPUAIIOB COBPEMEHHON OTEYECTBEHHOUN U
3apyOeXHOM JIUTEPaTyphl M MHBIX MATEPHUAJIOB U JIp.

Xopo1io

- HEJOCTATOYHO TOJIHOE PACKPBITHE TEMBIL;

- HECYIIECTBEHHbIE OHIMOKM B OMNpEeACNCHUU TOHATHIH,
KaTeropui © T.M., KapAMHAIbHO HE MEHSIOUUX CYTh
U3JI0KEHUS;

- PenpoIyKTHUBHOCTh OTBETA: OTCYTCTBHUE CAMOCTOSTEIHHOIO
aHaJIM3a U OIICHOYHBIX CY>KICHUI

- HEJO0CTAaTOYHOE HCIOJb30BaHUE MAaTEepUATIOB COBPEMEHHOU
OTEUECTBEHHOW M  3apyOekHOM  JuTepaTypbl U  MHBIX
MaTepuasoB U Jp.

Y 10BIIETBOPUTETBHO

- OTPAXKCHUEC JTUIIb 06mero HaITpaBJICHUA TEMBI,

- HAJIMYUC OOCTATOYHOI'0 KOJIMYECTBA HECYIICCTBCHHBLIX WHJIN
OﬂHOﬁ' ABYX CYHICCTBCHHBIX OILIHOOK B OIIPCACIICHUU MMOHATHH
n KaTerOpI/Iﬁ U T.II.,

- HECIIOCOOHOCTH OCBETHUTH COBPEMCHHOC COCTOSIHUC HpO6H€MLI

HeynosnerBopurtenbHo

- COACPIKAHUEC TCMbI HC PACKPLITO,

- 00JIBIIIOE KOJIMYECTBO CYHIECTBCHHBIX OH_II/I6OK;

- OTCYTCTBUC YMGHI/Iﬁ K HAaBBbIKOB, 0003HAYEHHBIX BBIIIE B
Ka4CCTBC KPUTCPUCB BbICTABJICHUSA IIOJIOKUTCIIBHBIX OIICHOK

Ap.

* IlpencraBneno B Tabmuie 2.1.

TEMBI JIUCKYCCHUM JIJI1 IPOBEPKU YPOBHSA
COOPMHUPOBAHHOCTHU KOMIIETEHIIUAN




1. In some countries the average worker is obliged to retire at the age of 50, while in
others people can work until they are 65 or 70. Until what age do you think people should be
encouraged to remain in paid employment? Give reasons for your answer.

2. Nowadays many jobs are more stressful and the working day is longer. What are the
reasons for this? What can employers do to help employees?

3. Some people think that only staff who worked in a company for a long time should be
promoted to a higher position. What’s your opinion?

4. In many countries people working in sport and entertainment earn much more money
than professionals like doctors, nurses and teachers. Why do you think this happens in some
societies and do you consider it is good or bad?

5. Unemployment is one of the most serious problems facing developed nations today.
What are the advantages and/or disadvantages of reducing the working week to thirty five hours?

6. In many countries, children are engaged in some kind of paid work. Some people
regard this as completely wrong, while others consider it as valuable work experience, important
for learning and taking responsibilities. Discuss.

7. Many people decide on a career path early in their lives and keep to it. This, they
argue, leads to a more satisfying working life. To what extent do you agree with this view? What
other things can people do in order to have a satisfying working life?

8. An increasing number of people today frequently change their careers and places of
residence several times during their lives. Is this a positive or negative development?

2.6. PexoMeHIanmuM IO OIleHUBaHUIO 3cce (pedepaToB, AOKJIANOB,
C000IeHuit).

MaxkcumMajbHoOe

Kpurtepun
KOJUYEeCTBO 02J1J1I0B

BeicraBisiercst oOydaroneMycsi, €ciIi OH BBIPa3uil CBOE MHEHUE
no copMyIMpOBaHHOH mpoOjeMe, apryMEeHTHpPOBAI €ro,
TOYHO OTNPENENIUB MPOOIEeMy COJEepKaHUE U COCTABISIOIIHUE.
[lpuBeneHsl  gaHHBIE  OTEYECTBEHHOW UM 3apyOeXHOM
JUTEPATyphl,  CTaTUCTUYECKUE  CBEACHUS,  HMHQPOPMAIHS
HOpPMATHBHO TMpPaBOBOro xapakTtepa. OOyuarommiics 3HaeT U
BJaJIc€T HABBIKOM CAMOCTOSITEIbHOM  HCCIIe0BATEIbCKON
paboThl MO TEeME€ MHCCIEOBAaHUSA; METOJaMM M IpUeMaMH
aHalM3a TEOPeTHMUYECKHX W/WIM TNPAKTUYECKUX AaCIEKTOB
nzyyaeMoil obsactu. dakThyeckux OHIMOOK, CBA3aHHBIX C
HNOHUMaHHeM MpoOIeMbl, HEeT; Tpaduuecku padboTa opopmiieHa
HPaBUIBHO.

OTIu4HO

BricTaBnsercs 06yqafomeMyc;1, €Clin pa60Ta XapaKTCpU3yeTCHd

Xopomo o
CMBICJIOBOH OCIBbHOCTBIO, CBA3HOCTBIO )41




MMOCICA0OBATCIIbHOCTBIO HM3JIOKCHHUA, AOIIYHICHO HE oonee 1

OMMOKKM TpU OOBSCHEHWU CMBICIIA WIU  COJCPKAHUS
npoOiembl.  Jlyis  apryMeHTale  MPUBOMSATCS  JIaHHBIC
OTEUYECTBEHHBIX u 3apyOeKHBIX aBTOPOB.

[IpoieMOHCTPUPOBAHBI UCCIIEIOBATEIBCKUE YMEHUSI U HABBIKU.
DaKTHYECKHX OUIMOOK, CBSI3aHHBIX C TIOHUMAHUEM TPOOIIEMBI,
HeT. JlonymieHsl oTenbHble OMMOKHU B 0()OPMIIEHUH PaOOTHI.

Y I0BIETBOPUTEIIBHO

BricraBnsiercs  oOywaromemycs, ecid B paboTe CTyIOCHT
IPOBOJUT JOCTATOYHO CAMOCTOSITEIBHBIM aHAM3 OCHOBHBIX
JTAaIllOB MW CMBICJIIOBBIX COCTAaBJIAIOIINX HpO6JICMBI; IIOHUMAcET
0a30BbIE OCHOBBI M TEOPETHYECKOE OOOCHOBAHME BBIOPAHHOM
TEMBI. HpI/IBHe‘-IeHI)I OCHOBHBIC HUCTOYHUKHU 110
paccmarpuBaemoirr Teme. JlomymeHo He Oojee 2 ommOOK B
CoJIepKaHuu Po0IeMBbl, 0(hOpMIICHUH PAOOTHI.

HeynosnerBopurenbHo

BricraBnsiercst oOyuaromeMmycsi, €ciau paboTa MpeAcTaBiseT
co0Ol Tmepecka3aHHbIl WM TOJHOCThIO 3aMMCTBOBAHHBIMN
UCXOJHBIA TEKCT 0e3 Kakux Obl TO HM ObUIO KOMMEHTapHeEB,
aHamm3a. He packpeita CTpyKTypa ©  TeOpeTHdecKas
COCTaBIIAONIasl TeMbI. JloMyIIeHo Tpu Uiu 6ojee Tpex omnbok
B COJEpKaHUM pacKpbIBaeMOM MpoOiemMbl, B 0(OpMICHUH
paboTHI.

TEMBI DCCE (PE®EPATOB, TOKJIATOB, COOBIIEHUI) IS
INPOBEPKH YPOBHA CPOPMHUPOBAHHOCTHU KOMIIETEHIINH

KonTponupyemeie
paznensl (TeMbl) ydeOHOM
JUCLUILTAHBI

TeMbl ToKIIaI0B / COOOIIEHNIT 10 TEMaM QUCIIAILINHBL

Pazpnea 1. Ilpo6aemMbl TpyaoycTpoicTBa

Tema 1.1. IIpomecc

1. HRM — main tasks and challenges

TPYAOYCTPOHCTBA. personal relationships in business
OcHOBHbBIE MOJIOXKCHHUS 2. Successful candidates: who are they?
TPYAOYCTpPOHCTBA B
OpraHru3anuiax.

Tema 1.2. 1. Types of CVs.
JIOKyMEHTBI TSt 2. The content, style and the cover letter/

Tpyaoycrporcrsa. IIpasuna
COCTaBJICHUS M HaIlMCaHUS

JIEJIOBBIX MHUCEM JUISL
Tpyaoycrporcraa. Pestome.
Tema 1.3.
B3aumoericteue c
KaH/IHUJIaTaMH.
PexomennarensHbie
MUCHMa. [IpoBenenue
cobeceJ0BaHuUsI.

1. The rules of business letter writing
2. The stages of preparation a candidate should come

through before an interview

Pazgen 2. YnpasieHue nepcoHaaIoMm

Tema 2.1.

1. Contract of Employment, main guidelines




CocraBicHue 2. A good negotiator and the ultimate success
KOHTpPaKTa O HaiMe.

Tema 2.2. 1. Risks businesses face in HRM
VYrpaBieHue MepCOHAIOM. 2. Material and moral aspects of work
Cnyxe06nblie nbrotol. [lpaBa
u 00s13aHHOCTH
pabOTHUKOB.
Tema 2.3. 1. The main reasons of resignation in comranies
YBoNbHEHHE 2. The rules of writing a letter of resignation
IepcoHaIa. [IpyunnsI
YBOJIBHEHUSL.

Tembl 3cce.
1. Recently some people can work from home using modern technology. Some think this

only benefits the workers, but not the employers. To what extent do you agree or disagree?

2. Nowadays, some employers think the academic qualities are more important than the
life experiences and personal qualities when they choose the employees. Why is it the case? Is
this a negative or positive development?

3. Does foreign labor force benefit the host country or not? Discuss.
4. Being ambitious is it a positive or a negative quality for an employee? Discuss.
5. Young workers or old workers who benefit more to a company? Discuss.

6. Nowadays a lot of qualified workers move abroad. What are the causes for this and
what will be the consequences?

7. The same salary for all workers will promote harmony and respect among colleagues.
Do you agree or disagree?

8. Some people argue that younger people are not suitable for important positions in the
government while others think it is a good idea. Discuss both views and give your own opinion.

2.7. PexoMeHIaMU 110 OLIEHUBAHWIO 3HAHUI OCHOBHBIX HOPM U
NPaBUJI COCTaBJIeHUs U 0popMIIeHHUS 1eJ10BOIl KOPPeCOHAEeHINHU

OOydeHHe COCTaBICHUIO W O(GOPMIICHHIO JCIOBOM KOPPECHOHACHIIUU TIO
TEMaM JIMCUUIIIMHBI TIPEyCMaTprBaeT pa3BUTHE YMEHHUI CaMOCTOSATEILHO MUCATh Ha
AHTJIMICKOM SI3BIKE PE3IOME, KOTOPOE€ HMMEET CBOIO CIENU(UKY, a Takxke IMHUChMa,
npenycmorpernbie  PITY/I: compoBomuTeNbHBIE MNHCHBMA, IMHCbMa-PEKOMEHIALINH,
ITMChMa-yBOJIBHCHHS, a TAK)KE YMETh 3aIlOJIHATh aMINKAIMOHHBIC (DOPMEL.




Kpurtepuu oueHnBanus 3HAHUI OCHOBHBIX HOPM M NPAaBUJI

cocTaBJieHUs U 0GOpPMJICHHS /1 I0BOH KOPPECIIOHACH MU

MakcumajibHoe
KOJIMYEeCTBO 02J1J10B

Kpurepuu

OTJIMYHO

JNEMOHCTPUPYET YMEHHS ¥ HAaBBIKM, HEOOXOMUMBIC IS JEJIOBOM
MUCHMEHHON
cBOOOJTHOE BJIaJICHME OCHOBHOW TEPMUHOJIOTHEHN TP MEPEMUCKE 10

TeMaM , mpegycMorpeHHsiMu PITY T .

BeicraBisiercs oOydaromemycs, €ciidi OHU B IIOJIHOM O0ObeME

KOMMYHUKAIINH, ACMOHCTPHUPYET OTYCTIIMBOC 14|

XOpOLLIO

JNEMOHCTPUPYET YMEHHMsSI M HaBbIKM, HEOOXOAMMBIE Ui JEJIOBOH|
MIMCbMEHHON
CBOOO/IHOE BJIaJIEHUE OCHOBHOM TEPMUHOJIOTHEN MPH NEPENUCKe 110
TeMaM , npenycMotrpeHHbiMu PIIYV]] .B nenom usnokeHue OTBETa)
JIOTUYECKU KOPPEKTHOE, HO HE BCET/Ia TOUHOE U apTyMEHTHUPOBAHHOE.

. BoicraBnsercst oOydaroiiemycs, eciii OHU B IOJTHOM 00beMe

KOMMYHHKAIUH, JACMOHCTPUPYET OTYCTIIMBOC 41

YAOBJIICTBOPUTCIIBHO

BericTaBnsercs
JEMOHCTPUPYET (pparMeHTapHbIE, TOBEPXHOCTHBIC 3HAHUS BYKHEHIIINX
HOPM U TIPaBHJI JIEJI0OBOI KOPPECTIOHACHIINH, UCTIBITHIBAET 3aTPYAHEHHS
C BBIOOPOM CIIOB, JIEAeT YacThie OMHMOKU B BHIOOPE (DOPMBI CIIOBA,
nMeeT
KOHCTPYKIUSIMHU.

oOydaroiemycsi, €cid €ro IHChbMEHHas pedb

CephE3HBIE TMPOOJIEMBI C TPOCTBIMA /  CJIOKHBIMH

HCYAOBJIICTBOPUTCIIb
HO

BricraBnsiercs oOyyaromumcs, ecia OHU OOHApy>KUBAaIOT HE3HAHHE
OTBETa Ha COOTBETCTBYIOIIIEE 3a/1aHNUE;

UMEIOT OTpaHHYEHHBIM Iuana3oH CIOBApHOTO 3amaca, JelaeT
yacTble OHIMOKM B BbIOOpPEe (OPMBI CllOBa, MPAKTHUYECKU HE
MOKa3bIBAaeT 3HAHUS MPABWJI MOCTPOCHUS MPEIJIOKECHUMU, JIeNaroT
CJIMIIKOM MHOTO OIIHNOOK.

Buabl 1e/10BOM KOppPeCHOHACHIIUU U ITHCEM

KonTponupyemsbie
pasnensl (Tembl) yueOHOM
JMCUIUTUTHHBI

Buapl nemoBoii KOppECIOHASHIIUN U TTUCEM

Pazgea 1. IIpoGaembl TpynoycrpoiicTea

Tema 1.1. Ilpouecc

1. Employment publications. Wrute your own job advert.

TPYAOYCTPOICTBA. 2. Application form. Complete an application form.
OCHOBHEBIE TIOJIOKCHUA
TPYLOYCTPOMCTBA B
OopraHu3anuiax.
Tema 1.2. 1. Write a letter of application or cover letter.




JIOKyMEHTBI JUIS 2. Write your CV.
Tpynoycrpoicrsa. Ilpasuna
COCTaBJICHUS WM HaIlUCaHUsA

ACJIOBBIX IIncemM JJI
TpyLOycTpoicTBa. Pesrome.
Tema 1.3. 1. Write a letter of recommendation.
B3aumonelicteue c 2. Write a follow-up letter.
KaHIuaaTaMu.
PexomenaaTenbHbIC
MMUCHbMa. [IpoBenenue
cobece0BaHMS.
Pa3nen 2. YnpasJieHue nepcoHATIOM
Tema 2.1. 1. Edit the contract of employment, make the necessary
CocraBneHue amendments.
KOHTpPaKTa O Haime.
Tema 2.2. 1. Write an employment contract clause.

VYrpaBineHue EepCOHAIOM.
CnyxeOunble nbroThl. [IpaBa
u 00s13aHHOCTH
pPabOTHHUKOB.

Tema 2.3. 1. Write a letter of resignation.
VYBoJIBHEHHE
MepcoHaa. [TpuunnbI

YBOJIbHEHUS.

BOITPOCHI K 3AUYETY / 3AYETY C OLEHKO¥ / DK3AMEHY IO
PA3JIEJIAM (TEMAM) IUCHUATIIMHBI (MOJTYJIS)

Ne

Bonpocshl K 3a4éT
n/n P y

Tema 1.1 IIpoOJiembl TPpyAOyCcTpOiicTBa

1. 1. What documents do you have to prepare before seeking a job?

2. What benefits do people expect from work? Are material and moral aspects
equal for them?

3. What type of communication at work would be suitable for employees?

4. How important are personal relationships in business?

Tema 1.2 JIokyMeHTBI VISl TPYAOYCTPOMCTBA

2. 1. What information should be included in a letter of application?
2. What recommendations can you give to those who are going to do the
interview?

3. What characteristics do you emphasize describing an applicant in the letter of
recommendation?

Tema 1.3 BzanmoaeiicTBie ¢ KAaHAUAATAMM.

3. 1. What makes a good negotiator?
2. What stages of preparation should a candidate come through?




3. What is called a “Follow-up letter” and when is it written?
Speak on the rules of business letter writing

Tema 2.1 CocTaB/ieHHe KOHTPAKTa 0 Haiime.

1. 1. What is the Contract of Employment? When is it signed? What is the role of the
Contract of Employment?
2. What are its main clauses?
3. Would you rather work for a big or small company? Describe your ideal manager.
4. Discuss an example of good/bad contract.

Tema 2.2 Ynpaiaenue nepconajsom. Ciay:kednbie Jbrorol. IlpaBa u o6si3anHOCTH

pPabOTHUKOB.
2. 1. What makes a good employee?
2. Are culyural aspects important at building relationships at work? If so, which
ones?

3. What makes employees successful and satisfied?

4. What do you find satisfying and frustrating about your work or studies?
5. What sort of risks do businesses face in HRM?

6. What sort of things do companies need to insure against in HRM?

Tema 2.3 YBoabHeHue nepconana. [Ipuyunbl yBoJibHeHUs

3. 1. How would you deal with the criticisms at work?

2. What would you find difficult about working in a team?
3. Which sort of people makes the worst team members?
4. What are the main reasons of resignation in companies?
5. Resignation letter and its types.

6. What are the rules of writing a letter of resignation?

KoHTpoJsib 3HaHuM 1o pa3gesny Nel
1. Select the best word or phrase to complete this notice in a company newsletter. (5 points)

Model: a) retiring  b) being dismissed c) resigning  d) parting

1. a) qualities b) character C) aspects d) attractions
2. a) tough b) strong C) heavy d) serious

3. a) fading b) dwindling ¢) thriving d) flowering
4. a) maximum b) record c) top d) leading

5. a) challenge b) power c) force d) drive

6. a) fill out b) fill up c) fulfill d) fill

Our Managing Director, Daniel Hawkes, has been offered a position as Vice
President of our parent company, and is resigning after more than 11 years with TDI.
During his time as Managing Director, he has shown outstanding leadership ......". He
has sometimes had to make some ....... 2 decisions, but he is known to be caring and
concerned for his staff.

Mr Hawkes built up the company from a small business with a fragile bank balance to a
....... % concern. Last year, we achieved a ......* turnover, thanks to his energy and




..... *Mr Hawkes will be greatly missed by all, and we wish him every success in his new role.
It is not yet known who will........ ® his position in TDI. (10 points)

2. Read the text and decide which of the following comments you would expect the
writer to agree with. (10 points)

Model: Successful managers... are happy when their staff make progress in the
company

1 tryto be positive even when times are difficult

2 tell head office if any of their staff make mistakes

3 praise their staff as often as they can '

4 encourage employees to speak out if they are unhappy

5 make sure they know what's going on outside their organization

6 never dislike any member of their staff

7 concentrate on their employees' strong points and try to correct their weak ones
8 ignore people's weak points, pretending they don't exist

9 don' find it easy to delegate responsibility

How to be a great manager

AT THE MOST general level, successful managers tend to have four characteristics: they
take enormous pleasure and pride in the growth of their people; they are basically cheerful
optimists - someone has to keep up morale when setbacks occur; they dont promise more
than they can

deliver; when they move on from a job, they always leave the situation a little better than
it was when they arrived. The following is a list of some essential tasks at which a manager must
excel to be truly effective.

Great managers accept blame: When the big wheel from head office visits and expresses
displeasure, the great manager immediately accepts full responsibility. Errors made by team
members are in a very real sense their responsibility.

Great managers give praise: Praise is probably the most under-used management tool.
Great managers are forever trying to catch their people doing something right, and
congratulating them on it. Managers who regularly give praise are in a much stronger position to
criticize or  reprimand  poor performance. If you simply comment when you are dissatisfied
with performance, it is all too common for your words to be taken as a straightforward
expression of personal dislike.

Great managers make blue sky: Very few people are comfortable with the idea that they
will be doing exactly what they are doing today in 10 years' time. Great managers anticipate
people's dissatisfaction.

Great managers put themselves about: Most managers now accept the need to find out
not merely what their team is thinking, but what the rest of the world, including their customers,
is saying. So MBWA (management by walking about) is an excellent thing, though it has to be
distinguished from MBWAWP (management by walking about - without purpose), where senior
management wander aimlessly, annoying customers, worrying staff and generally making a
nuisance of themselves.



Great managers judge on merit: A great deal more difficult than it sounds. It's
virtually impossible to divorce your feelings about

someone - whether you like or dislike them - from how you view their actions. But
suspicions of discrimination or favoritism are fatal to the

smooth running of any team, so the great manager accepts this as an aspect of the game
that really needs to be worked on.

Great managers exploit strengths, not weaknesses, in themselves and in their people:
Weak managers feel threatened by other people's

Great managers have no truck with this destructive thinking. They see strengths, in
themselves as well as in other people, as things to be built on, and weakness as something to be
accommodated, worked around and, if possible, eliminated.

Great managers make themselves redundant: Not as drastic as it sounds! What great
managers do is learn new skills and acquire useful information from the outside world, and then
immediately pass them on, to ensure that if they were to be run down by a bus, the team would
still have the benefit of the new information. So great managers are perpetually on the look-out
for higher-level activities to occupy their own time, while constantly passing on tasks that they
have already mastered.

3. Put the correct words A, B, C, D from options below in the above article (10
points):

A British firm has developed a new product (1) help us save money. The product is
a wristband (2) __ gives us an electric shock if we spend too much money. The wristband is
called Pavlok. It is (3) __ to our bank account. It knows how much money we have in the
bank. If we go shopping and there is (4) ___ enough money in our bank account, the wristband
(5) ___ a255-volt electric shock to our wrist. This warns us not to overspend. The company is
called Intelligent Environments. It wants to work with banks to help customers with their money.
So far, no banks in Britain have said they would (6) __ the Pavlok to their customers. They
could start doing this in the future. The Pavlok wristband is part of the Internet of Things. This is
the idea that everything in our life will (7) __ connected to the Internet. The CEO of
Intelligent Environments, David Webber, said people liked the idea of the Pavlok. Shoppers
would (8) _ get a small electric shock in the store from the wristband than get a big shock
later when they see their credit card (9) . Mr Webber said the Pavlok would be great for
people who cannot stop spending because they have (10) _ willpower or their willpower is
weak. He added that many young people suffer (11) _ the "ostrich effect”. This is when
people stick their heads in the sand and buy things rather (12) _ look at how much money
they have in their bank. Put the correct words from the table below in the above article.

1. (a) for (b) to (c) by (d) so

2. (a) what (b) that  (c) this  (d) then

3. (a) lichen  (b) lined (c) likened (d) linked

4. (a) never (b) not (c) no (d) now

5. (a) delivering (b) deliver (c) delivery (d) delivers
6. (a) reject (b) combine  (c) offer (d) protect
7. (a) be (b) do (c) have  (d) not

8. (a) instead  (b) prefer  (c) rather (d) like



9. (a) bull (b) ball (c) bell  (d) bill
10. (a) no (b) non (c) not  (d) now
11. (a) from (b) as (c)on (d) at
12. (a) than (b) that (c) this  (d) then

4. Read the statements below and mark them as True (T), Perhaps (P) or False

(F) (10 points).

Nogogk~wdpE

10.
11.

12.

13.
14.

15.
16.
17.
18.
19.

20.
21.
22.

23.

A CV should be word-processed and never handwritten.

A CV can be used for any application.

Your CV should be laid out in reverse chronological order (most recent items first).

A CV should never be more than one side.

A bright orange CV will attract attention and improve your chances.

CVs should always be accompanied by a covering letter.

You should only include the most important and relevant information about yourself on
your CV

You should compose a different CV for each employer.

You should always give your tutor as a referee.

Education and Qualifications should be separate sections ona CV.

You should only include education at secondary-school level or above in the Education
section.

You should give the complete name, address and postcode of your school, university and
employers.

Your CV should include a personal profile/statement or objective.

It is best to leave out any information (such as age or poor exam results) which could
prejudice an employer against you.

There are some buzz-words which will make a good impression on employers.
Employers have no need to know your age, sex or marital status.

If a CV worked for your friend, the same style and layout will work for you.

You should avoid putting anything about your political or religious beliefs on a CV.
You cannot include any degree grades or Class of degree on your CV, because you have
not yet graduated.

You do not have to put all the jobs you have had on your CV.

You should always include a section on hobbies in your CV.

All you have to do is send a hundred CVs off and then sit back and wait for the job offers
to come rolling in.

When applying abroad you should prepare your CV in the language of the country in
question

5. Read the sentences and think of the word which best fills each gap. Use one word

only in each gap (5 points). There is an example at the beginning (0)

0.1 had already left when he arrived.

I seen him three or four times in my life.
I seen that movie yet.

I’'ve suffering from stress recently.

4. | have been working here seven years.
5.I’ve been living here January.

6.1 went there many years

1.
2.
3.




7.1 was copying the files they were having a meeting in the next room.

8.1 had already hidden he entered the room.

9.'ve done this unit. Can we do the next one?

10. the time | retire, | will have saved at least a million dollars.
11.At moment [’m sleeping on my brother’s sofa.

12.1 go to the gym at least once week.

13.1 have my hair cut once two months or so.

14.He only finished the project week.

15.Every city centre in the world seems the same days.

Total 40 points

KoHTpons 3Hanmit o pazgeny 2

1. Universal Systems PLC specializes in computing and office automation systems
for the financial services sector. Dennis Mitchell, the company’s top salesman and an
outstanding systems analyst, had always been a difficult person to manage, but his

unconventional behaviour was starting to cause real problems at the firm.

Listen to Dialogue 1 between Managing Director, Jack Cooper, and Technical

Director, Phillip Seymour. Read the first three questions and mark your answers (v )

Model: Jack Cooper and Phillip Seymour discuss...

a) the importance of service in business
b) client’s complaint against Dennis
C) Dennis’s behaviour v

1) Dennis is the best salesman because...
a) he brings a lot of money
b) he looks after his clients properly
c) he promises the earth to his clients
2) Dennis is upsetting everyone in the office because...
a) they are jealous
b) they can’t work to his completion dates
c) he is rude to people
3) The problem is...
a) he never thinks of anyone else
b) they don’t do exactly as he asks
c) he is very popular with clients

4. Listen to Dialogue 2 between Jack Cooper, Robert Barrett, Personal Director, and
Heather Crompton, Head of Sales. Write a short answer (one word or a phrase) to each of the

questions below.

Model: What is Peter Jones going to do?
a. toresign



1) How did Dennis take off?

2) What do the staff in the department say about the top managers?
3) What type of personality is Dennis?

4) Why is he considered a bit split personality?

5) What is the real problem with Dennis?

5. Select the best word or phrase to complete this notice in a company newsletter.

Model: a) retiring  b) being dismissed c) resigning  d) parting

1. a) qualities b) character C) aspects d) attractions
2. a) tough b) strong c) heavy d) serious

3. a) fading b) dwindling c) thriving d) flowering
4. a) maximum b) record c) top d) leading

5. a) challenge b) power c) force d) drive

6. a) fill out b) fill up c) fulfill d) fill

Our Managing Director, Daniel Hawkes, has been offered a position as Vice
President of our parent company, and is resigning after more than 11 years with TDI.
During his time as Managing Director, he has shown outstanding leadership ...... ' He
has sometimes had to make some....... 2 decisions, but he is known to be caring and
concerned for his staff.

Mr Hawkes built up the company from a small business with a fragile bank balance to a

....... 3 concern. Last year, we achieved a ......* turnover, thanks to his energy and
..... >Mr Hawkes will be greatly missed by all, and we wish him every success in his new role.
It is not yet known who will....... ® his position in TDI.
6. Match the first of the sentences (1-7) with an appropriate ending (A-G) with modal

verbs can, can’t, may, might, could, must

Model: I'll send you the letter now, so...you might get it tomorrow morning.

1. I’ll send you the letter now, so A. she can’t be looking for a new job
already.

2. There are no vacancies at that moment, but B. it may capture about 15% of the
market.

3. The director is under a lot of pressure from C. you might get it tomorrow
morning.

the board, so

4. The new range of sun creams looks very D. there could be some in a few
months

exciting, and we think
5. Jane only started work a week ago, so E. he must have made a lot of money

6. He bought the shares when they were cheap F. your order can be delivered next
Thursday



and sold them at their peak, so

7. They are signing the contract now, and G. he might have to resign

Read a covering letter and insert the appropriate words.

34 Second Street
Troy, New York 12180
October 4, 2001

Ms. Gail Roberts
Recruiting Coordinator
Department DRR 1201
Database Corporation

Princeton, New Jersey 05876

Dear Ms. Roberts:

Your advertisement for software engineers in the January issue of the IEEE Spectrum ....
| was drawn to the ad by my ...in both software design and Data base.

I have worked with a CALMA system in developing VLSI circuits, and I also have ...in
the design of interactive CAD software. Because of this experience, I can make a direct ... to
your department. | have enclosed a copy of my resume, which details ... and suggests how I
might be of service to Database.

I would like very much to meet with you to discuss your ... for software engineers. If
you wish to arrange an interview, please ... at the above address or by telephone at (518) 271-
9999.

Thank you for your time and consideration.

Sincerely yours,
Joseph Smith

CONTRIBUTION, SUBSTANTIAL EXPERIENCE, MY QUALIFICATIONS, CAUGHT MY ATTENTION,
STRONG INTEREST, OPEN POSITIONS, CONTACT ME

IV Write the text of the employment advertisement on which this letter was written.

1234 15th Street
Troy, New York 12180
January 30, 2002

Mr. John M. Curtis
Recruiting Coordinator
HAL Corporation
55 Washington Avenue

New York, New York 10081

Dear Mr. Curtis:

As an experienced computer programmer who is presently pursuing a master's degree in
electrical engineering at Rensselaer Polytechnic Institute, 1 am writing to request information
about possible summer employment opportunities with HAL. | am interested in a position that
will allow me to combine the talents | have developed in both computer programming and



electrical engineering. However, as you can see from the attached resume, | have extensive
experience in many related fields, and | always enjoy new challenges.
| feel that it is important for me to maintain a practical, real-world perspective while
developing my academic abilities. | am proud of the fact that | have financed my entire education
through scholarships and summer jobs related to my field of study. This work experience has
enhanced my appreciation for the education | am pursuing. 1 find that I learn as much from my
summer jobs as | do from my academic studies. | hope the experience and education described
in my resume suggest how | might be of service to HAL.
| welcome the opportunity to discuss with you how | might best assist HAL in fulfilling
its present corporate needs. | will be available for employment from May 14 through August 31,
2011. Please let me know what summer employment opportunities are available at HAL for
someone with my education, experience, and interests. You can reach me at the above address
or by phone at (518) 271-0000.
Thank you for your consideration.
Sincerely yours,
Joan Doe
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